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Dear _______________:

As I mentioned to you on the [telephone/email[ on [date], _______________ will be considered for (promotion and/or tenure) to [proposed rank] in the Department of _______________ during this academic year. I am grateful to you for agreeing to serve as an external evaluator.

Following this [letter/email] you will receive an email from [name], [my assistant/Departmental Administrator] who will provide you with access and a password to our online Promotion and Tenure application.  This website will contain Professor _______________’s curriculum vitae and copies of the publications [or creative works] you have agreed to review: [list works].  We ask that you upload your letter directly to this website.
In writing the letter, please critique the quality of this work, assessing its quantity and quality in comparison to the work of others in this discipline at comparable stages in their careers. We would particularly appreciate your evaluation of the contribution that the candidate’s work has made to the field, viewing each published [or creative] work separately or in combination as seems appropriate. We would be interested in your judgment of the quality of the journals [or exhibits] and the importance of the conferences through which Professor _______________ has communicated this work. We would also be interested, in any other insights you might have about Professor _______________’s scholarly [or artistic] accomplishments.  In addition, although our departmental faculty know you and your work well, the Dean and the Collegiate Review Committee would find it particularly helpful if you would provide a short statement of your qualifications in this letter.

If you have any questions about Professor _______________’s materials or experience, please contact me directly. In accordance with our governing procedures, we must ask you not to communicate with either the candidate whose work you are reviewing or other members of the department or college concerning your evaluation or the review process.

Your letter will be available to the tenured and/or senior faculty in this department as well as to the Dean, the Collegiate Executive Committee, and the Provost. Beyond that, we will regard your letter as a confidential document. Unless you let me know that you do not desire your letter to be confidential, your evaluation would be made available to the candidate only upon his/her explicit request and then only after your name and other identifying information have been removed.

Again, thank you for your willingness to help us with this important review process.

 [Signature of Departmental Executive Officer] 
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