MEMO TO:
Interim Provost Warwick A. Arden
FROM:
(Dean's Name), Dean



College of (College Name)
SUBJECT:
Leadership Review of (Department Head's Name), Head, Department of  (Department Name)
DATE:

(Date)
Consistent with Regulation 05.50.3, Review of Academic Department Heads/Chairs, I have completed a program and leadership review of Dr. (Department Head Name), Head of the Department of (Department Name), during the period 20(Beginning academic year date) to 20(Ending academic year date) academic year.

Strengths of  (Department Head's Name) were: (List strengths)
The areas noted for improvement were: (List areas for improvement)
I have attached a copy of the final report of the review committee.

(Any other information you would like to share with the Provost)
As you and I discussed, based on this review I do not plan to ask Dr. (Department Head's Name) to continue as Head of the Department of (Department Name).  After I receive your concurrence with my decision, I will orally notify Dr.(Department Head's Name).  I understand that you will send him/her the written notification that the “at will” appointment will be discontinued and he/she will retreat to the faculty per Policy 05.15.1, Section 3.1.2.

Attachment

