Assistant to Associate

Sample Solicitation Letter


Professor ________________________________

Department of ____________________________

University of _____________________________

City, State zip

DATE

Dear Professor ________:

The Department of ________at the University of Washington is considering Assistant Professor ________ for promotion to the rank of Associate Professor with tenure.  External evaluations play and important role in the Department, the College, and the University in evaluating candidates for promotion.  We solicit your opinion of ________’s achievements thus far in his/her professional career.

Promotion to the rank of Associate Professor at the University of Washington is granted to those who have a record of substantial success in both teaching and research, except that in unusual cases an outstanding record in one of these activities may be considered sufficient.

The College of Engineering measures research success by the standards of the top departments in the candidate’s field.  We wish to know:

· How long have you known _________, and in what capacities? (Please note that a prior acquaintance with the candidate and his/her work is not necessary in order to provide an evaluation.)
· What is your candid estimate of how ________’s scholarship, including the national recognition of his/her work?

· What is your candid estimate of how ________’s accomplishments compare with leading scholars at similar stages in their careers in the same or related sub-areas of ___(FIELD)______?  It would be helpful if you could mention specific individuals by name.

· Your frank assessment of whether ________ merits promotion to Associate Professor with tenure.

· If you have specific knowledge of ________’s abilities as a teacher or his/her service activities, how would you compare those with leading scholars at similar stages in their careers?

I have included ________’s curriculum vitae and a brief professional summary to assist you in your evaluation.  I have also included copies of several publications.  Should you require copies of any additional publications, please let me know and I’ll forward them immediately.

Evaluations of this type are difficult and often time consuming, but promotion decisions are perhaps the most critical assessment in a faculty member’s career.  We very much appreciate your help in this evaluation.  In order to meet our internal deadlines, we would appreciate your response by September ________ at the latest.  Because I would like to include a statement about referees when I forward their letters to our Dean, I would appreciate it if you could return a copy of your CV with your letter.

If you will be unable to provide an evaluation, please let me know immediately.

We are committed to retaining your evaluation in confidence, except to the extent we are required to disclose its contents by adjudication or court order, and even then, we will make every effort to protect your personal identity.

Thank you for your assistance, ________.

Sincerely,

_______________________ 

Professor and Chair

Enclosures

