Date: 

Dear [insert student’s name],
As a department chair, my responsibility is to seek resolution of grade disputes through informal means. This may include serving as a third party in discussions individually with an instructor or student, or in joint meetings of the instructor and the student with me to explore the issues and possible solutions. 

In any situation of dispute over grades, however, it is important for students to know their rights.  Although most disputes over grades are handled and solved informally through communication between faculty and students, you should know that there is a formal process that you may institute if you so choose.  Please see the following link for the policy:  http://www.humboldt.edu/presidentsoffice/uml/uml00-01.html. 

Please note that a written grievance statement must be submitted within twenty (20) instructional days after the last day of the term in which the disputed grade occurred.  In this case, [insert date, which is 20 instructional days after the end of the semester in which the grade takes place—summer does not count] is the deadline by which a written grievance statement must be filed.  In the College of [insert College name], [insert Associate Dean or Dean’s name] is the Level I administrator who should receive the statement.  If you would like further guidance you may consult with the Student Grievance Coordinator, Ginny Kelly (kelly@humboldt.edu826-6204), and/or either of the University Ombudspersons: Scott Paynton (stp3@humboldt.edu 826-5433) or Laura Hahn  (lkh9@humboldt.edu 826-3948).

Sincerely,

[Your Name]
Chair of Department of [Your department]
