Template letter to Solicit References for Tenure [placed on chair’s letterhead]

[DATE]

REFEREE NAME, DEGREE

TITLE-
INSTITUTION

ADDRESS 1

CITY, ST ZIP

Dear Dr. REFEREE NAME:

Dr. [CANDIDATE NAME] is being considered for [appointment as / promotion to RANK] and the award of tenure, in the Department of [DEPARTMENT NAME] at the UMass Chan Medical School.  I would appreciate your assessment of the candidate’s contributions in the areas noted below.

The award of tenure at the UMass Chan Medical School requires convincing evidence of, and potential for continuing excellence in one or more Areas of Distinction (Investigation, Health Care Delivery, and Public Policy and Population Health, see attached) and excellence in either Education or Academic Service with a minimum of strength in the other. The award of tenure also requires compelling assurance of continuing development and achievement leading to considerable further contributions.
Please address the following areas in your evaluation of the candidate:

· The duration and nature of your relationship with the candidate (if any).

· Contributions and achievements in [Investigation, Health Care Delivery, Public Policy and Population Health] (list as appropriate for the candidate).

· The candidate’s academic reputation, nationally and/or internationally.

· Scholarly Activities (including publications and professional presentations) and impact on their field.

· Contributions and achievements in Education. including teaching, supervision, and training of students, residents, and fellows; advising and mentoring activities; curriculum development; and educational leadership.
· Academic Service activities that contribute to the University, profession (federal/state organizations), and/or community.

· The candidate’s potential for continuing development and achievement leading to considerable further contributions.

It would be particularly helpful if you would compare the candidate with peers in the field and state the likelihood of Dr. [CANDIDATE NAME] receiving tenure at your institution.

To help with your evaluation, I have enclosed Dr. [CANDIDATE NAME’S] CV, narrative, and publications for your review. Please note that your letter must be on institutional letterhead, dated, signed (an electronic signature is acceptable), and include your academic rank or position.  The letter must indicate the proposed academic rank and tenure for example (for the award of tenure at the rank of [rank] at UMass Chan Medical School). 
I recognize that this appraisal will take time from your schedule and thank you in advance for your evaluation.  Your remarks will be treated as confidential and used to assist the Tenure Committee in their deliberations. Please send your letter by e-mail to [EMAIL ADDRESS] or fax to (TELEPHONE). If possible, I would very much appreciate receiving your letter by [DATE].

Please contact me with any questions or concerns.

Sincerely,

[CHAIR NAME, DEGREE]

Professor and Chair, Department of [DEPARTMENT NAME]
Attachments

Candidate’s Curriculum Vitae

Candidate’s Narrative Statement

Copies of Candidate’s Publications

Description of Areas of Distinction

