[INSERT:  Date]
Dr. Jim Pfaendtner
Executive Vice Chancellor and Provost
Box 7101

NC State Campus

Dear Provost Pfaendtner:

I write to recommend [INSERT:  emeritus/emerita] faculty status for [INSERT: Faculty Member Name].  [INSERT: Faculty Member Name], PeopleSoft No. [INSERT:  Peoplesoft #], [INSERT: Will retire/retired] from NC State on [INSERT: Date] after [INSERT: # Years] service as a faculty member in the Department of [INSERT: Department]. I have also requested that [INSERT: Faculty Member Name] submit an updated resume to University Archives.

[INSERT: Provide a comprehensive statement concerning the faculty member’s overall contributions to the University and a brief history of University employment.]
Thank you for considering this request to name [INSERT: Faculty Member Name] as [INSERT: Rank] [INSERT:  Emeritus/Emerita] in recognition of honorable contributions to NC State University.

Sincerely,

[INSERT: Dept Head Name]
[INSERT: Department]
[INSERT: Dean Name]
[INSERT: College]
cc:
[INSERT: Faculty Member Name] (optional)

