
Template for External Letter Requests 

Dear : 

Dr.                          , now holding the position of (assistant professor/associate professor) in the 
(Department/School) of                                 is being considered for (tenure and promotion to 
associate professor/promotion to full professor) at Colorado State University. As you know, 
(appointments with tenure are among the most important a university makes/full professors play 
a critical role in the intellectual quality of a university). Given your expert knowledge of Dr. 
__________’s research area and/or methodology, we would be grateful if you could help us by 
evaluating the quality and significance their scholarly achievements and providing an impartial 
evaluation.  

If you have an affiliation or connection with Dr.   that might constitute a conflict 
of interest or compromise your objective assessment of this academic work, we request that you 
decline this invitation. You should not have served as a research collaborator or co-author, co-PI, 
major professor, thesis or dissertation advisor, post-doctoral supervisor, mentor, mentee, or 
employer of this candidate. 

We are providing Dr.______’s curriculum vitae, personal statement, and reprints of selected 
publications as well as the standards for tenure and promotion to associate professor/promotion 
to full professor in the Department/School of _________. When you review Dr.______’s 
materials, please consider that their distribution of effort within the College of _______ at 
Colorado State is approximately ___% teaching, ___% research, and ___% service.    

Although our tenure and promotion standards and workload distribution include consideration of 
teaching and service, a review of these areas will be conducted internally. Please refrain from 
commenting on teaching and service unless you have direct exposure to these activities (e.g., saw 
the candidate present at a conference, served on a committee with the candidate).  

We are not asking you whether we should or should not recommend Dr. __________ for (tenure 
and promotion to associate professor/promotion to full professor). Rather, in making your 
evaluation of their accomplishments, it would be helpful if you could comment on the following: 

1. If and how you know the candidate personally and/or professionally;
2. The quality and significance of their scholarly work in their discipline at this stage of

their career;
3. Their stature or degree of recognition achieved in and their impact on or contributions to

their discipline;
4. An overall evaluation of their scholarly strengths and challenges, and/or any additional

insight that may be helpful to the department's tenure and promotion committee in
determining whether to recommend that (tenure/promotion) be awarded.

Please note that some candidates receive extensions to their tenure clock because they are 
granted certain types of leave for reasons outlined in the Faculty Manual. These extensions are 
given only for good cause and nothing should be inferred from them. These extensions are 
provided because no research, teaching, or service is expected during such leave periods. 
Candidates should be evaluated based on the quality of their work and not the length of time 
taken to complete it. 



We would appreciate a reply by    (date)       if at all possible. Along with your evaluation letter, 
please include a recent copy of your CV. Under applicable state law, all letters of evaluation from 
persons outside the institution are confidential and only the tenure and promotion committee and 
administrative officers directly responsible for making recommendations and decisions will have 
access to your letter. It is very important to the integrity of our process that our request is kept 
confidential.  

Thank you in advance for taking the time to assist us in this important task. 
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