[PROMOTION AND TENURE COMMITTEE: 2nd ("REMINDER") LETTER TO STUDENTS]
Dear __________:

A few weeks ago I wrote you concerning the tenure [promotion] candidacy of, [Assistant] Professor [Name]. A very important part of the dossier to be considered will be letters from students, past and present, who are familiar with her [his] teaching and advising, so I hope you will send your response as soon as possible.  

I wrote to solicit your opinions of her [his] teaching and advising and their impact on you, as a former student in one or more of her [his] classes, or as one of her [his] advisees. Comments about any aspect of [Name]’s influence on your Colby experience will be considered. It would be helpful if you could list the courses you had with [Name] and your year of graduation.

Please write to me before [Date]. Enclosed is a self-addressed return envelope for your convenience.

Be assured that your letter will be carefully considered in the tenure process and be kept in confidence. You should know that the substance of [Name]’s dossier will be available to her [him] upon her [his] request, but the identities of the sources of statements are not divulged.

Please make a special effort to reply since student letters form a major component of the dossier. If you wish to fax your letter, please use 207-859-4775.

Thank you in advance for your help in this important process.

Sincerely,

Name/Title of Department/Program Committee Chair
