Sample E-mail or Letter to Faculty Undergoing a 
Performance Review
You are scheduled to undergo a PERFORMANCE REVIEW this academic year.  Please review the enclosed performance review schedule for the College of xxx making note of the date your dossier is due to the dean’s office.  Also be sure to review the newly revised FPPP Section 8 which addresses the procedures for conducting performance reviews of probationary faculty.  The FPPP can be accessed at the following link:  http://www.csuchico.edu/hr/Documents/VPHR-FPPP.doc
            

[name]

Administrative Analyst

College of xxx
(530) 898-xxxx
Note:  As soon as the xxx personnel committee has been established and the xxx representative on the College Personnel Committee has been determined, this e-mail will be forwarded to them.

