SAMPLE LETTER FOR SOLICITATION OF A COLLABORATOR
Dear Dr. ___________________________:

The Promotion and Tenure Committee of the Department of ________________ at the University of Illinois College of Medicine is preparing to consider Dr. ___________ for promotion with tenure to the rank of Associate Professor.     

From the documents that Dr. ______ submitted for being considered for promotion, it was determined that she/he has successfully collaborated with some accomplished individuals including you.  To assist us in evaluating her/his work, the promotion process requires us to solicit letters from selected collaborators in an effort to determine the role of the candidate in the joint work.  Dr. ____ has co-authored several research articles with you.

It would be beneficial to his/her promotion review process if you could objectively articulate the candidate’s independent personal contributions to the collaboration via the included Collaborator Attestation Form.

Every effort will, of course, be made to maintain the confidentiality of your report. Dr.  _______ will not see any version of your evaluation. The members of the Promotion and Tenure Committee will have access to your evaluation as will University Committees and administrative officers involved in the promotion process. I should add that in light of a Supreme Court decision (EEOC vs. University of Pennsylvania), such reports may be subject to involuntary disclosure in legal proceedings. 

Please send a scanned copy of the letter on letterhead with an original signature to my assistant, ________.  His/Her contact information is ______.  I realize that requests of this kind impose a burden on the people who have attained a position of leadership in their field, as you have, but we are very eager to have your input and hope that you will be able to help us reach a decision. We would need this letter by (date). 

We appreciate your help in this regard. 

Sincerely, 

U.E.O./Paper Preparer
COLLABORATOR ATTESTATION FORM

[Insert candidate’s name before giving form to collaborator.]

CANDIDATE:  


     First and Last Name

Please list and describe the candidate’s unique contributions and role (i.e., lead, equal, or secondary) to all past and present collaborative work with you. This should include work that has been published or funded, has been submitted and is under review, or is in progress but not yet submitted. If there are multiple works within any single category, please list and number them, utilizing the same set of sub-headings (i.e., “Citation of Work, Candidate’s Unique Contribution, Candidate’s Role.) If there has not been any collaborative work within one or more of these categories, please write “not applicable.” 

Collaborator’s Name: 

Title and Home Institution:  

Invited Colloquia. Symposia, Keynotes and Peer-reviewed Presentations 
Citation of Work: 

Candidate’s Unique Contribution:

Candidate’s Role: 

Sponsored Research Activities 
Citation of Work: 

Candidate’s Unique Contribution:

Candidate’s Role: 

Peer-reviewed Publications 
Citation of Work: 

Candidate’s Unique Contribution:

Candidate’s Role: 
Books, Monographs, Edited Volumes, and Translations
Citation of Work: 

Candidate’s Unique Contribution:

Candidate’s Role: 
Other Papers and Scientific, Creative, or Scholarly Work (e.g., Book Chapters, Book Reviews, Articles  not Peer-reviewed, including Bulletins and Technical Reports, Patents, Creative Works, and Other Works) 

Citation of Work: 

Candidate’s Unique Contribution:

Candidate’s Role: 
