Template Letter to Solicit Evaluations for Appointment and Promotion [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], 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’s contributions in the areas noted below.
Appointment as an [RANK] in the [Tenure / Non-Tenure] track at UMass Chan Medical School requires a record of high-quality performance in one or more Areas of Distinction (Health Care Delivery, Education, Investigation, and Public Policy and Population Health, see attached), as relevant to the candidate’s assigned responsibilities, and in Academic Service.
Please address the following areas in your evaluation of the candidate:
· The duration and nature of your relationship with the candidate (if any).
· Accomplishments and contributions in [Health Care Delivery, Education, Investigation, Public Policy and Population Health] (list as appropriate for the candidate and bold).
· Academic reputation, regionally, nationally and/or internationally.
· Scholarly activities and impact on their field (including publications and professional presentations). 
· Contributions and achievements in Education. (list only if AOD (line 2) is not education) 
· Academic service activities that contribute to the University, profession (federal/state/local organizations), and/or community.
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 track for the candidate.  A copy of Dr. [CANDIDATE NAME]’s curriculum vitae and (narrative statement include if appropriate) is enclosed for your reference.
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.  
Please send your letter by e-mail to [ADMINS EMAIL ADDRESS]. If possible, I would very much appreciate receiving your letter by [DATE].  Do not hesitate to email [ADMINS EMAIL ADDRESS] or telephone [TELEPHONE] 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
Description of Areas of Distinction
