[PROMOTION AND TENURE COMMITTEE:  

STANDARD LETTER TO COLLEAGUES (COLBY AND EXTERNAL)]
Dear       :

In September [March] of this year, the Committee on Promotion and Tenure will meet to consider [name] as a candidate for tenure [promotion]. A very important part of the dossier to be considered will be letters from colleagues who are familiar with various aspects of her [his] work, including her [his] participation in and contributions to the larger world of scholarship in her [his] field.

[Name] has given me your name as one who would be familiar with her [his] work. I am writing now to solicit your judgments about Professor [Name] and her [his] candidacy for tenure. Please be assured that your letter will be kept in the strictest confidence. Our policy is that the substance of a dossier will be made available to a candidate if she [he] requests it, but the identities of the sources of statements are not divulged.

I hope you will be able to submit your letter to me before [Date]. If you wish to fax your letter, please use 207-859-4775. 
[Include for external academic colleagues]: College rules require that a copy of your curriculum vitae accompany your letter; I hope this request is not inconvenient.

Thank you very much for your assistance.

Sincerely,

Name/Title of Department/Program Committee Chair
