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Date:
  Month Day, Year 

To:
  Name, Chair, Committee of Six Full Professors 
From:
  Name, DEAN, Name of College
Subject: 
Recommendation for Promotion of Dr. XXX to Full Professor
The Name of Unit Executive Committee has recommended the promotion of Associate Professor XXX to the rank of Full Professor.  A copy of the unit recommendation is attached.  I am forwarding this to you with a request that the Committee of Six Full Professors conducts a review and provides me with its recommendation.
Thank you for your assistance.  I look forward to receiving your recommendation.
ec:
Secretary of the Faculty and Staff
Name, Chair, Name of Unit
