

Instructor’s Step I Decision Letter:
[bookmark: _Hlk164290641]Student Name (Student ID# ______________; Case# _________)

{{Insert Date}} 
Dear {{Student Name}}:
As your Instructor for {{Course’s Title}}, and the individual designated to decide Step I Academic Appeals, I write to inform you of my decision. {{state decision}}
This decision was based on the review of the following criteria and rationale:
· {{item 1 to support above}}
· {{item 2 to support above}}
· {{item 3 to support above, continue as needed}} 
If you wish to appeal my decision, you must follow the Step II grade appeal procedures (see NLU’s Academic Appeals policy for more details). To do so, you are required to submit a written appeal to Provosts.Office@nl.edu within ten (10) business days of receiving this decision letter. The Provost’s Office will then notify the appropriate party responsible for reviewing your Step II appeal.
[bookmark: _Hlk181881560]If you would like additional assistance and guidance in pursuing Step II of Academic Appeals, you may contact the Provost Office at Provosts.Office@nl.edu.
Sincerely,
{{Name}}
{{Title}}


Program Administrator’s Step II Decision Letter:
Student Name (Student ID# ______________; Case# _________)

{{Insert Date}} 
Dear {{Student Name}}:
As department head (or administrator responsible) and Step II Academic Unit Respondent, I have met with {{Instructor Name}} and conducted a review of the rationale and supportive documents you submitted, and have concluded my findings:
· {{Findings 1}}
· {{Findings 2}}
· {{Findings X}} if needed, cite use of reasonable and customary academic judgment as last finding.
If you wish to appeal my decision, you must follow the Step III grade appeal procedures (see NLU’s Academic Appeals policy for more details). To do so, you are required to submit a written appeal to Provosts.Office@nl.edu, no later than 4:00 pm CST on {{Provide Date}}, ten (10) business days from the date of this decision letter. The Provost’s Office will then notify the appropriate party responsible for reviewing your Step III appeal. If you do not wish to continue your appeal to Step III, no further action is required.
If you would like additional assistance and guidance in pursuing Step II, you may contact the Provost Office at Provosts.Office@nl.edu.
Sincerely,
{{Name}}
{{Title}}







College Committee Step III Decision Letter:
Student Name (Student ID# ______________; Case# _________)

{{Insert Date}} 
Dear {{Student Name}}:
The {{Committee’s Full Name}} received your request for a Step III appeal on {{date}}. Prior to our decision, with deliberate care and due diligence, the committee took the following steps:
· {{action 1, thorough review of materials submitted}}
· {{action 2, such as met with student}}
· {{action 3, such as met with instructor and department chair}}
Accordingly, the {{Committee’s Full Name}} has concluded the following:
· {{Findings 1}}
· {{Findings 2}}
· {{Findings X}} if needed, cite use of reasonable and customary academic judgment as last finding. 

Recommendation: 
It is our recommendation that you will need to {{insert recommendations and action items such as … retake the course, or a substitute course approved by his program chair, in order to receive credit for the successful completion of this course}}
If you wish to appeal the committee’s findings, you may request a final Step IV University Level Review with the Provost (or designee) for appeals of academic decisions (see NLU’s Academic Appeals policy for more details). To do so, you are required to submit a written appeal to Provosts.Office@nl.edu, no later than ten (10) business days from the date of this decision letter. If you do not wish to continue your appeal to Step IV, no further action is required.
We value you as a National Louis University student and wish you well in continuing your studies.
If you would like additional assistance and guidance in pursuing Step IV, you may contact the Provost Office at Provosts.Office@nl.edu.
Sincerely,
{{Name}}
{{Title}}

Suggested Academic Affairs Step IV Decision Letter:
{{Use relevant institutional, college, or divisional letterhead}}

{{Insert Date}}
Dear {{Student’s Name}}:

My office received your Step IV appeal submitted on {{DATE}}. You are appealing a decision made by the Name of Step III Committee for “Grade” in Course Title, Instructor, & Term.” term. 

Your appeal is based on the Academic Policy and Procedure {{Cite}} the published criteria and procedures were not followed in making the decision. Reasonable and customary academic judgments are specifically excluded from this review process. 

To inform my decision, I reviewed the following:
· Cite dates, people and documents 

I was unable to find specific evidence of the published criteria or procedures that were not followed. 
Given that, I did not find evidence of a violation of Academic Policy and Procedures {{Cite #}}. After consideration of this matter, I have decided to uphold the decision of the Committee to deny the petition for a grade appeal. 

This is a final decision on this matter, and you have exhausted the NLU Academic Appeals process. 
No further appeals may be made. 

We value you as a National Louis University student, and I do wish you well in continuing your studies. 

Sincerely, 
Name
Provost and Vice President of Academic Affairs (or designee) 

CC:	Office of the Provost (REQUIRED)
	College Dean (REQUIRED)
	Dean of Students (DESIGNEE REQUIRED)
	Student File 	
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