[PROMOTION AND TENURE COMMITTEE: 

STANDARD LETTER TO OUTSIDE OBJECTIVE REFEREES]
Dear __________:

In September [March] of this [next] year, the Committee on Promotion and Tenure will meet to consider Professor [Name] as a candidate for tenure [promotion to Professor] at Colby College. A very important part of the dossier to be considered will be letters from scholars who are in a position to review her [his] work, including her [his] participation in and contributions to the larger world of scholarship in her [his] field.

As I hope I made clear to you during our telephone conversation, we would appreciate your opinion of her [his] scholarly achievements. We would be grateful if you would comment as specifically as possible concerning the following topics:

a)
The quality and quantity of published or submitted work in comparison to other individuals at a similar career level in her [his] discipline.

b)
The quality or standing of the publisher and/or of the journals in which the work has been published.

c)
Her [His] area or areas of specialization and the significance of her [his] contributions to the field.

d) Her [His] professional reputation and the impact of specific aspects of her [his] work on others.

e)
Please describe your relationship, if any, with the candidate.

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. 

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, for which we will provide an honorarium of $250 upon receipt of your review.  Please complete and return the enclosed tax form with your review.

Sincerely,

Name/Title of Department/Program Committee Chair
