
Date: 
Faculty Name: 
Division: 

Dear  

This is acknowledgement we met for your annual administrative review. 

Your 3-4 major achievements over the last year include: 

We discussed your 3-4 primary goals for the upcoming year will include: 

We discussed the following challenges you identified with approaches to overcome them: 

Additional comments (optional) 

To confirm you have received this letter and you concur with the review, please sign and 
return to: 

Sincerely, 

Your Signature and Date 
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