Sample Letter: 
Request to external referees for promotion

** referees must be at or above the proposed rank for your candidate

Date

Dear Dr. _______________________:

We are proposing _________________________, MD for promotion to _____________ (tenure status) __________________________ (rank) on our _______________________ (career track). 

It is the policy of the School to obtain external references to help the Medical School Appointment & Promotion Committee (if proposed promotion to Associate Professor or Professor), the Dean, and the University Provost evaluate a candidate's qualifications.

We'd appreciate your responses to the following questions, as well as any other information you'd like to provide.

1. an analysis of the candidate’s scholarly credentials, including your assessment of the potential for achieving leadership in his/her academic discipline;

2. a comparison of the candidate with scholars in the field

3. your assessment of the likelihood that the candidate would qualify for a similar appointment at your institution.

We’d appreciate your response by _________________ (date). I have attached a copy of the candidate's CV, personal/research statement and career track criteria for reference (personal statement and track criteria optional).  

Thank you for your assistance in this evaluation. Please address your response to _________________________ (provide name, contact info, etc.) Your letter of reference will be kept confidential within the Medical School Dean’s Office and the University Provost Office. A reply before ______________ is appreciated. 

Sincerely,

_______________ (Department Chair or other designate)
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