Sample Reference Request Letter

AU Promotion & Tenure Process

(please place on department/college letterhead)
Dear [Prefix]. [Name of Reference],

[Prefix]. [Candidate’s Name], [Academic Rank] in the [Name of College], [Name of Department] at Augusta University, is a candidate for [promotion or tenure] during the 20XX/20XX [academic/fiscal] year.  This process requires comments on the quality and impact of the candidate’s creative contributions from experts in the discipline outside of Augusta University.

You have been suggested as a reference who is knowledgeable and capable of making an assessment of [Prefix]. [Candidate’s Name]’s research/scholarship/creative contributions and [his/her] stature in the profession.  To assist you in preparing your recommendation for [Prefix]. [Candidate Name], I have included a copy of the candidate’s vitae. 
As additional information, our expectations for a faculty member to be considered for [promotion or tenure] are as follows:

Scholarship: [insert from college guidelines based on the academic rank or consideration for the award of tenure].

Teaching:  [insert from college guidelines based on the academic rank or consideration for the award of tenure].

Service: [insert from college guidelines based on the academic rank or consideration for the award of tenure]. 
I would greatly appreciate your help with this evaluation process.  Please provide a candid assessment of the candidate’s productivity and the creativity and impact of [his/her] work based on the enclosed information, along with any knowledge you might have of other contributions, including those in teaching and service.  It would be helpful for you to compare the candidate to leaders in the field at a similar career state, and to indicate whether [he/she] would be a viable candidate for [promotion and/or tenure] at your institution.

Your letter should be directed to me, and it will become a part of the portfolio prepared by [Prefix]. [Candidate name].  Please explicitly state your past/current relationship to the candidate in your letter.

I will appreciate your sending the recommendation at your earliest convenience, but no later than [Date].  Due to the time element involved, you may fax your letter to me at (XXX) XXX-XXXX or email it to me at [email address@gru.edu], and follow up with a signed copy in the mail.  Thank you for your cooperation.

Sincerely,

<Name>

Department Chair
