E:	Email to potential external reviewers
	(must be verbatim)

Dear [Professor, Dr., etc.]:

[Optional one sentence of personal greeting.]

We are considering [candidate and current title of candidate] for promotion to [title].  Dr. [_________]’s area of expertise is in [enter discipline here].  Your name has been suggested as a potential reviewer with respect to this case. 

Out of courtesy to our reviewers, we invite you to respond to this email message by indicating which of the categories below best characterizes your circumstances:

A.  Yes, I am available to serve as an external reviewer;

B.  No, I am unavailable due to time constraints;

C.  No, I am not able to serve in this capacity because the candidate’s area is too distant from my own expertise to provide an objective and thorough evaluation.

Please respond by restricting your answer to one of the three options.  We would appreciate your response by [deadline here].


F:	Sample letter for external recommendations
New for 2016-17:
Letters required by the
Provost Office



SOLICITATION LETTER TEMPLATE
At a minimum, the following language is required:
Any text in bold below is for your attention.  It does not need to be bold in your letter to the reviewer.

A copy of the criteria in Section K. UMOR Policies on Promotion of Research Faculty [image: ]must be included.

[Date]

[Name]
[Title]
[Department]
[Institution]
[Street Address]
[City, State, Zip]

Dear Professor [Name]:

The [Unit] at the University of Michigan is considering [Candidate Name] for promotion from the rank of Research [specify rank] to the rank of Research [specify rank] on the research scientist track.  Faculty at the University of Michigan on the research scientist track are promoted on the basis of research, scholarly, and creative contributions; mentoring; and service.  Recognition of the quality of their work by their peers is a significant factor in the review process.  We value your candid assessment of [Candidate Name’s] research accomplishments and future promise, including both positive points and areas needing improvement.  Your scholarly and professional judgments will play an important part in our evaluation of [Candidate Name] for promotion.  

Based on the enclosed materials and any other knowledge you have of [his/her] work or professional accomplishments, we would like your candid evaluation of [Candidate Name’s] written and scholarly contributions in relation to others of comparable experience in [his/her] field.  In particular, we would appreciate your comments on the following issues:

1.	How do you know [Candidate Name]?  (in what capacity and for how long?)

2. What are your impressions about the quality, quantity, focus and scholarly impact of [Candidate Name’s] works?

3. Which, if any, of the scholarly publications or works do you consider to be outstanding?

4. How would you estimate [Candidate Name’s] standing in relation to others in [his/her] peer group who are working in the same field?

5. How would you evaluate [Candidate Name’s] service contributions to the discipline; 
that is, [his/her] work on professional committees, as a reviewer of proposals or papers, as an editor, or similar activities?

6. Might [his/her] work meet the requirements for someone being considered for promotion at your institution?


[The following paragraph (word-for-word) must be included in
ALL letters soliciting an evaluation of the candidate.]
Questions sometimes arise about the confidentiality of external review letters, and we do want to advise you that your letter will be reviewed by senior faculty at the University of Michigan.  Because the University is a public institution, legal considerations limit our ability to assure confidentiality but it is our practice not to release external review letters unless required to do so by law.

We request that you return your review to us by [Date].  We would also appreciate it if you would provide us with a short biosketch, including a brief description of your areas of expertise and current research interests.

We realize that your schedule is full and that this may be a time-consuming task; however, we will be most grateful for your assistance.  We have selected you because of your expertise in this area.  Should you fail to respond, this will be so noted in the promotion record.  If you need further information, please contact [Contact Name] at [Phone/Email].

Sincerely,



[Name]
[Title]

Enclosures




G.	Template Letter to Potential Internal Reviewers
[bookmark: _GoBack]

Dear Professor [name]:

I am contacting you as chair of the promotion casebook committee of [TITLE] [NAME], who is being considered for promotion to the rank of [RANK].  We are seeking assessments of [his/her] research, teaching, service and other scholarly contributions from colleagues within the University.  We particularly invite you to address the effectiveness and value of this faculty member as a member of the College of Engineering community and as a colleague.  To aid your assessment, I am attaching [his/her] CV and copies of some of [his/her] papers. To be included in our committee's deliberations, we would need your comments by [deadline].  I thank you in advance for your time and effort.


H.	Example Memorandum from Casebook Committee to Candidate (1 page maximum)
	Please do not use this example as a template, but as a guide for the level and tone of the message.

EXAMPLE

To:		Dr. X

From:		Casebook Chair

Date:		November XX, XXXX

Subject:	Assessment of promotion casebook

This memo summarizes the casebook committee’s understanding of the key aspects of your professional record to date, with an emphasis on the time during which you have held the rank of [RANK].  This information forms the basis for the committee’s evaluation of your contributions to teaching, research and service.  Please review this information carefully.  You may respond in writing to this memo, and your response should be delivered to [Department Chair] and Alec Gallimore by [refer to deadline provided in timeline].  Your response can be used to correct misunderstandings and to add missing information.

Research {sample paragraphs/sentences from a variety of research performances}
Your scholarly output has been excellent.  We note that your published papers are with your Ph.D. advisor, but that your recently submitted papers are with your students.  We commend you for the NSF Career Award, the best paper awards, and your ability to attract funding for your research.  These are all positive indicators of the success of your research program.

Your scholarly productivity with students has been outstanding, your collaborations with colleagues are healthy and your ability to attract research funding is commendable.  Earning an NSF Career Award, and your XXX, YYY, and ZZZ awards indicate excellent ability to support your students’ research.

Your scholarly output has been significantly below the expectations for research faculty at the College of Engineering. You have attracted research funding and Ph.D. students, but have published only xx research papers.  At this point we note several publications in review or preparation and significant proposals pending, indicative of an upward trajectory.

Teaching (if applicable) {sample paragraphs/sentences from a variety of teaching performances}
Your record in classroom teaching has been excellent.  Your teaching evaluations and comments from students are outstanding and we congratulate you on receiving the XXX Award for teaching.  We also commend your willingness to advise undergraduate projects and work with distance education.  

Your teaching evaluations, particularly at the undergraduate level, are notably below the College averages.  We note that you have shown some improvement in the past year through work with CRLT-Engin.

Service {sample paragraphs/sentences from a variety of service performances}
Your service contributions are somewhat less than might be expected even for research faculty member.  We do not encourage an over-emphasis on service at this point in your career, but a little greater contribution to your Department, College, or profession would be appropriate.

Your service has been appropriate for a research faculty member.  We particularly wish to congratulate you for your contributions to diversity through XXX and the YYY programs.
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