Sample Letter Soliciting a Reference for an Associate Professor Appointment/Promotion in CMNS
Dr. Isaac Newton, currently an Assistant Professor in the Department of ---------- at the University of Maryland, is being considered for promotion to Associate Professor with tenure.  Candidates for this promotion are expected to have research accomplishments whose originality, depth and impact establish the person as an important contributor to knowledge in the field.  Therefore, in making such promotions the University always seeks the frank opinions of distinguished scholars in the candidate’s field.  In this context I am writing to ask if you would be willing to provide a confidential letter of reference for Dr. Newton.

OR

Dr. Isaac Newton, currently in the Department of ---------- at the University of -------- is being considered for possible appointment as Associate Professor with tenure in the Department of --------at the University of Maryland.  Appointments at this rank are reserved for faculty whose originality, depth and impact establish the person as an important contributor to knowledge in the field. Therefore, in making such appointments the University always seeks the frank opinions of distinguished scholars in the candidate’s field.  In this context I am writing to ask if you would be willing to provide a confidential letter of reference for Dr. Newton.

A paragraph on academic context may be inserted if it is felt necessary and appropriate. See the second paragraph of the Chair/Director appointment template for a sample.
Enclosed you will find Dr. Newton’s curriculum vitae and a personal statement outlining his major contributions and future research directions. Optional: In addition, a web site will be provided to you in a separate email message that contains both of these documents, along with selected research publications and teaching materials. If you would prefer that we send you hard copies of any of these other materials, we would be pleased to do so.  I ask that your letter address the following questions:

1. How would you assess the quality, quantity and impact of Dr. Newton’s research?

2. What in your judgment are his major research contributions?

3. How would you rank Dr. Newton in his area of specialization?  It would be helpful if you could identify a small group of peers and rank him among them. Optional: specify candidates for comparison.

4. Would you recommend him for a permanent tenured position in your department or organization?

Activities such as teaching and mentoring, and university, professional, and public service also enter into the evaluation of candidates.  Since external referees may not have the opportunity to judge these I would ask that you comment only on those aspects with which you are familiar.

If you are unable, or would prefer not to provide this reference, I would be grateful if you could let me know quickly, so that I may contact another referee.  In this case suggestions of potential referees would, of course, be welcome.  In any event, your response will be treated in a confidential manner subject to the procedures governing promotion and tenure review at this institution.

I appreciate the time and effort this request imposes, and will greatly appreciate your response by <insert date>.  You may email your signed letter to <insert email address> or (only if an electronic version is not possible) send a signed hardcopy by regular mail to this address: <insert snailmail address>.  <The next sentence is entirely optional, as units may instead choose to compile this information directly from the websites of letter writers.> As our process requires that we submit background information on each referee, it would be very helpful if you could separately send a brief bio to the address above.

 If you have any question about the nature of my request, please don’t hesitate to contact me.  Thank you in advance for your help.

