SAMPLE THANK YOU LETTER

This will be printed on letterhead, signed by VP and mailed out by VPSA office staff.
In the salutation, use “Professor” for all teaching classifications (Instructor, Lecturer, Assistant or Associate or Adjunct or full Professor). 

You may use “Dr.” when you are certain it is the person’s correct title. 

Date

First Last
Dept name

Humboldt State University

Dear Professor Ms. Mr. Last Name:
On behalf of the Student Affairs division, I’d like to extend our sincere appreciation for your attendance at Event Title on Date of Event. The time you dedicated to this event reinforces our united commitment to education. From my experience, a critical element for retention is students connecting with our campus community, and collaboration is a primary means to that end.
Paragraph which the Student Affairs professional provides about the event describing: who sponsored the event, the nature of the event (social mixer vs. presentation, etc.), and a rough idea of attendance.
We look forward to working with you in the future and wish you all the best.

Thank you,

Steven Butler

Vice President of Student Affairs

c:
Dean or Unit Director as Name, Title, Dept or College (required)

Immediate Supervisor or Department Chair as Name, Title, Dept (optional)


VPSA file 
Staff member:  Complete a letter for each recipient, proofread, then email to VPSA office staff at ovpsa@humboldt.edu.
The “c:” info: 
· REQUIRED Name of Dean or Director, Title and her/his respective dept name
· OPTIONAL Name of Supervisor or Department Chair, Title, Dept name

· REQUIRED VPSA file
FYI: the current list of Academic Deans and Dept Chairs is available online at http://www.humboldt.edu/~aavp/DeansDC0506.pdf
Director info is available online at http://www.humboldt.edu/~telcom/online_directory.htm
