
A. 
CHAIR OR DIRECTOR – DEPARTMENT/PROGRAM DISMISSAL
[Department Logo]
[Student name]
[Student address]
[Student email]

[Student ID #]
Dear [First & Last Name – no Mr., Ms., etc.],
The [department or program] notes that you have been on probation since [specify term]. Your transcript reflects [specify poor grades] grades and a cumulative GPA of [specify GPA]. 
As part of the [department or program’s] efforts to assist you in improving your performance and returning to good academic standing, you were provided with the following: 

List any of the following that are applicable or add additional not listed below
· academic improvement plan (include date)
· resources provided by the unit
· faculty or advisor efforts to assist student

· referrals to tutoring, editing, workshops

· remedial courses
Despite efforts to assist you in returning to good academic standing, [describe failure to show required improvement], I regret to inform you that I am recommending your dismissal from the [program name]. 
If you have additional evidence regarding your situation that you think my influence my conclusions, you must submit it to me by [5 working days after date on this letter] for consideration. After that time, I will notify you and the [College] Associate Dean of my final recommendation. 

If there are any questions concerning this process, you may refer to NAU’s Academic Standing and GPA policy: Academic Standing and GPA, Graduate
Sincerely, 

Chair/Director of Unit

cc: 
[College Associate Dean]

[Laura Bounds, Associate Vice Provost, Office of Graduate & Professional Studies]

[Grad.Success@nau.edu]
[Advisor, if applicable]

[Graduate coordinator, if applicable]
B.1 
Second letter option

Notification of insufficient evidence to reverse recommendation 

[Department Logo]

[Student name]

[Student address]

[Student email]

[Student ID #]

Dear [First & Last Name – no Mr., Ms., etc.],
I received the information you submitted in response to my [date] letter informing you of my intention to recommend your dismissal from the [program name] due to poor academic performance.
I regret to inform you that after careful review of the information you submitted, I have deemed the evidence you provided insufficient to reverse my original decision. This will serve as my final recommendation to the [College] Associate Dean that you be dismissed from the [program name].
If you wish to take further action on this decision, you may refer to NAU’s Academic Standing and GPA Graduate policy which can be found here: Academic Standing and GPA, Graduate
Sincerely, 

Chair/Director of Unit

cc: 
[College Associate Dean]

[Laura Bounds, Associate Vice Provost, Office of Graduate & Professional Studies]

[Grad.Success@nau.edu]
[Advisor, if applicable]

[Graduate coordinator, if applicable]

B. 2
Second letter Option

Notification of failure to submit information  

[Department Logo]

[Student name]

[Student address]

[Student email]

[Student ID #]

Dear [First & Last Name – no Mr., Ms., etc.],
I received no response from you regarding my [date] letter, informing you of my intention to recommend your discontinuation from the [program name]. The recommendation for your dismissal is based on the academic issues outlined in the original letter. You were given 5 business days to provide additional evidence regarding your situation that you think may influence the program’s decision.
You have failed to reply to my request. This will serve as our final recommendation to the [College] Associate Dean that you be dismissed from the [program name].

If you wish to take further action on this decision, you may refer to NAU’s Academic Standing and GPA Graduate policy which can be found here: Academic Standing and GPA, Graduate
Sincerely, 

Chair/Director of Unit

cc: 
[College Associate Dean]

[Laura Bounds, Associate Vice Provost, Office of Graduate & Professional Studies]
[Grad.Success@nau.edu]
[Advisor, if applicable]

[Graduate coordinator, if applicable]

B.3
Second letter Option

Notification of approval to continue in program with conditions
[Department Logo]

[Student name]

[Student address]

[Student email]

[Student ID #]

Dear [First & Last Name – no Mr., Ms., etc.],

I received the information you submitted in response to my [date] letter informing you of my intention to recommend your dismissal from the [program name] due to poor academic performance.

Based upon the information you submitted; I have decided to allow you another opportunity to continue in the [program name] with the following conditions:

· You must earn grades of “A” or “B” in all future coursework.

· [You must…specify terms]

· [You must…specify terms]

We are also providing you with the following resources for success:

List any of the following that are applicable or add additional not listed below 
· academic improvement plan (include date)

· resources provided by the unit

· faculty or advisor efforts to assist student

· referrals to tutoring, editing, workshops

· remedial courses

We wish you success in your academic endeavors.
Sincerely, 

Chair/Director of Unit

cc: 
[College Associate Dean]

[Laura Bounds, Associate Vice Provost, Office of Graduate & Professional Studies]
[Grad.Success@nau.edu]
[Advisor, if applicable]

[Graduate coordinator, if applicable]


