Date

Name, etc

Dear Name:

In accordance with Article 18 as implemented by the Memorandum of Agreement between the United Faculty of Florida and the University of Florida Board of Trustees, this constitutes your written evaluation for 2009-2010 academic year.  (Note that a separate letter must be done for the mid-term tenure probationary period review.)

Your evaluation is based on your annual activities in the areas of <list - teaching, research, scholarship, service, etc as appropriate>.  The following rating categories will be used in the evaluation of your assigned duties: (the categories below are only for guidance.  Each department may define categories for their department as long as they are consistent for all faculty in the department).

· Excellent: Performance represents exceptional competence
· Commendable: Performance is above standard
· Satisfactory: Performance meets acceptable standard
· Needs Improvement: Performance is marginal or less than desired
· Unsatisfactory: Performance clearly indicates failure to meet minimum standard

OR

· Exceeds expectations
· Meets expectations
· Marginally meets expectations
· Does not meet expectation

Teaching:
(brief description of duties, performance etc)

In sum, your performance in this area was ….(state rating).

Research: (Use same format for other areas of assignment – service, etc)



Conclusion: 
Overall, I rate your performance as <state rating>.  

<If less than satisfactory, provide corrective instructions>.  NAME, in order for you to achieve satisfactory ratings, you should……  Your record does not evidence satisfactory performance or progress towards tenure.  

You are receiving this letter in our meeting on <DATE>.  Please review your annual evaluation letter and attach any comments you want to include in the record and return the signed copy to me no later than <DATE – no less than 10 days>.  Your signature indicates that you have reviewed the letter.  You may attach your comments to this letter.  Your attached comments, if added, will be placed in your file along with this evaluation letter and will form part of your record.

Sincerely,



Name 
Title



______________________________________________
Signature 				Date

cc:	File
