Sample request letter for obtaining external recommendation letters

Use for a candidate being considered for promotion and tenure (APT level only)

Customize, as necessary, the aspects you want the reviewer to comment upon.



Dr. ** has been nominated for promotion to the rank of (rank) and for the awarding of tenure in the Department of ** here at the University of Maryland School of Medicine.  The School’s procedures require that the reviewing Committees consider the advice of several academic leaders and I am therefore taking the liberty of asking you for a letter of recommendation.

I recognize that this is a time consuming, yet critically important, process and am most grateful for your time and effort expended in this manner.  To assist you I have enclosed a copy of Dr. ** CV, personal statement and five reprints of (his/her) recent publications, as well as our School’s Appointment, Promotion and Tenure Policy guidelines for this rank and for the awarding of tenure (the appropriate sections are tagged).

I would appreciate your comments on the following aspects of Dr. ** professional and academic career as you know and feel comfortable:

· Quality and significance of current research/publications.

· Clinical abilities.

· Stature in the scientific community and reputation as an independent scholar or investigator.

· Potential for continued growth and productivity.

· Other academic and professional achievements (e.g. editorial work, service to learned societies).

· Teaching and/or mentoring abilities.

· Administrative skills and willingness to work with colleagues on committees.

· Any additional relevant information you would like to present in support of this promotion with tenure.

It is very important that your letter specifically state your support for the promotion of Dr. ** to the rank of 
(rank), with tenure, at the University of Maryland School of Medicine.

The deadline for filing is (date).  Your response will be kept in strict confidence unless you indicate that you are willing to have Dr. ** review it.

The letter should be addressed to me and mailed to (name).  Please also complete the enclosed reviewer form and return with your original letter of recommendation.

Thank you very much for your time and effort.  Should you have any questions, please contact (contact’s name) for assistance.

