(Date)
(Dept Head Name), Head

Department of (Department Name)
NCSU Campus Box (Campus Box #)
Dear (Name):

On behalf of North Carolina State University and the College of (College Name), I am pleased to notify you of your continuation of employment as Head of the Department of (Department Name).  This is an “at will” appointment that carries a 1.0 FTE service obligation on a(n) (Academic or Fiscal) year basis with continuation or discontinuation at the discretion of the Chancellor.  

My conclusion from the five-year leadership and program review is that you have support from the department, the college and the university administration.  (Add any other specific information the Dean would like.)
Thank you for your (excellent, good, or leave blank) leadership of the Department of (Department Name).  NC State is fortunate to have you as a member of our team.  The Chancellor and Provost endorse my recommendation for your continuing role as Department Head, and we look forward to your continued guidance and success for the department, college, and university.

Sincerely,

(Dean's Name)
Dean, College of (College Name)
cc:
Interim Provost Warwick A. Arden






