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Faculty Affairs and Administration
School of Medicine
Oregon Health & Science University

RE: Missing Evaluation for [title] [full name]

To Whom It May Concern:

This letter confirms [title] [full name], [rank] in the [department], did not receive an annual review during the period beginning July 1, [year] and ending June 30, [year]. Below is a detailed explanation why the evaluation was missed.

[Provide detailed explanation here]

Sincerely,

[Department Chair]
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