Sample “21 Day Letter” to College President
Pertaining to Either Reappointment or Promotion

The following letter is provided as an example of one that might be written if you, as an applicant, disagree with something done by either a promotion or reappointment committee, PRC. 

It is likely that your situation will be different and require wording to reflect the specifics unique to your case. This process is covered under Article VII.F.2 “Grievance Procedures – Time Line” of the Contract on page 18.

Insert Current Date

Dear President __________________,

Pursuant to Article VII F. 5 of the Agreement, this is to notify you of violations of procedure committed by the Personnel Retention Committee in the _____________ department.  

Specifically, the PRC failed to meet with me prior to forwarding its recommendation to the Dean despite my request to do and also failed to provide me with a copy of its recommendation to the Dean by the date specified by the College’s Procedures and Timeline for Applying for Reappointment.  

Furthermore, its comments of my performance under the Teaching Effectiveness category and criteria are clearly erroneous.  In the area of Teaching Effectiveness the PRC wrote that I failed to provide ________________ information.  The fact is that I was never asked to provide such information and it is not specified in the College’s reappointment procedures. 

In considering my achievement in the Service category, the PRC ignored following the fact that I ______________________________________.  

As a result of these errors, the PRC did not recommend me for reappointment to _________________. 

The actions of the PRC violate Article XIII J of the Agreement as well as the above cited College policies and procedures.  I ask that you correct these violations before the reappointment process advances any further.

Sincerely yours,

