Template Email to Solicit Evaluations for Appointment and Promotion
SUBJECT TITLE: Request for Letter of Evaluation

Dear Dr. REFEREE NAME:
Dr. [CANDIDATE NAME] is being considered for [appointment as / promotion to] [RANK], in the [Tenure / Non-Tenure] track, in the Department of [DEPARTMENT NAME] at the UMass Chan Medical School. I would appreciate your assessment of the candidate as described in the attached letter.

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 appointment and promotion committee in their deliberations.

If possible, I would very much appreciate receiving your letter by [DATE]. Please let me know if you can provide an evaluation letter by that date. 

Please contact me with any questions or concerns.

Sincerely,



[CHAIR NAME, DEGREE]
Professor and Chair, Department of [DEPARTMENT NAME]

Attachments.
Letter of Request
Candidate’s Curriculum Vitae
Candidate’s Narrative Statement
Description of Areas of Distinction

