<Date>

Dear <Department head>:

On behalf of the General Education committee, I have been charged to coordinate the evaluation of one or more general education courses in your department scheduled for review during the <XXXX-XX> academic year.  The courses (and their general education categories) for which I will be acting as liaison are as follows:

· Course1
GenEd category

· Course2
GenEd category

· Course3
GenEd category
At this stage, I am writing to ask your help in gathering the documents required for the review process.  For each of the courses listed above, I will need to gather the following pieces of information from every instructor who taught the course during the previous academic year (namely, fall, spring, and all summer terms of <XXXX-XX>): 

· a syllabus that satisfies the General Education syllabi requirements (see http://www.utc.edu/Administration/GeneralEducation/GESyllabus.php),

· copies of all major exams and significant quizzes, and

· instructions for major assignments (especially those that articulate required writing assignments).

Instructors are also encouraged to submit other significant handouts (e.g., grading rubrics) as part of their dossiers, especially if they help clarify how the course meets the relevant general education category objectives and requirements.

The committee requests that you prepare a dossier for each instructor who taught a course up for review during the <XXXX-XX> academic year (including the summer terms). If an instructor taught multiple sections of the course (during Fall XXXX and/or Spring XXXX), it will suffice to provide materials from just one section. However, if the course was taught during one of the Summer terms, please prepare a separate dossier for each of these sections (again, one per instructor). If the course under review was not offered during XXXX-XX, we ask that course materials be collected for the most recent term it was offered (excluding the current semester).

In addition, the committee requests a letter from you that certifies that:

· you have received and are submitting the required material for all the sections of the courses being reviewed in your department or program,

· you have reviewed the materials being submitted and maintain that the courses still meet the requirements for the relevant General Education category (a list of these objectives and requirements is available at: http://www.utc.edu/Administration/GeneralEducation/GERequirements.php).
Finally, we ask that you complete a course checklist for each instructor’s set of materials.  The checklist is available at http://www.utc.edu/Administration/GeneralEducation/Forms/RecertChecklist.pdf). When you have gathered these files, please send the review materials to me (<Department XXXX, email address>), but no later than <December XX, XXXX Wednesday after exam week>. I will then evaluate the materials and make a recommendation on recertification to the full General Education committee.

I realize the materials requested are considerable and may take some time to assemble. However, these documents are essential to evaluate the courses effectively and fairly and, thereby, ensure that they continue to meet the general education curricular goals.

Thank you for your help in this matter.  If you have any questions about the materials needed or the process please contact me at <e-mail> or at <phone extension>.

<Committee Member Name>

General Education Committee Liaison

