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SAMPLE – Promotion to full professor external review letter

NAME
ADDRESS
Dear SALUTATION:

The College of Music at Michigan State University is considering the possible promotion of Associate Professor PROFESSOR’S NAME to the rank of full Professor.  Promotion to this rank requires clear evidence of superior performance in support of our mission to provide (1) high-quality instruction, (2) research, scholarly and creative activities, and (3) service within the University, the public, and the profession.  The promotion to full professor is a recognition that the individual in question has earned a national reputation in her field.  The Michigan State University bylaws state in part: “A recommendation for promotion from associate professor to professor in the tenure system should be based on several years of sustained, outstanding achievements in education and scholarship across the mission, consistent with performance levels expected for promotion to professor at leading research-intensive, land-grant Universities of international scope.  The purpose of a reasonably long period of time in rank prior to promotion is to provide a firm basis in actual performance to permit endorsement of the individual as an expert of national stature and to predict continuous long-term, high quality professional achievement.”

I have enclosed a copy of the College of Music Bylaws Section 6.1.2.4.1. which also addresses the criteria established for promotion.

An essential component of the review procedure for this personnel action is the evaluation of the candidate’s achievement by outstanding individuals who are familiar with the candidate’s scholarly/creative field and work.  We very much appreciate your willingness to provide an independent and candid letter of review.  We are interested in your evaluation of Professor LAST NAME’S achievements in the areas of scholarly, research, and creative activity in particular.  We are also interested in your assessment of any weaknesses you may perceive in this candidate.  I have enclosed the following materials for your consideration:  a curriculum vitae; a reflective statement addressing research/creative activity, teaching, and professional service; and samples of creative work.

It would be helpful if you would evaluate Professor LAST NAME’S achievements to the extent possible by including in your response the following information:

1. State if you know the candidate personally.  If so, in what capacity?

2. Comment upon the degree recognition already achieved by Professor LAST NAME in HIS/HER discipline, noting any distinctive contribution.  

3. Evaluate the scope and significance of the candidate’s professional activities in terms of their importance.

4. Evaluate the candidate’s promise for further growth as a scholar/creative musician.

5. Provide any additional insights that may be helpful in evaluating the candidate for promotion.

6. Understanding that you may have limited direct knowledge of Professor LAST NAME’S teaching and service, would you recommend that HE/SHE be promoted given the criteria of Michigan State University and the College of Music?

Your letter of evaluation, as part of an official review file, will be kept in confidence and will not be disclosed to the faculty member under consideration or to the public except as required by law or university policy.  In such instances, the information made available will be provided in a form that seeks to protect the identity, privacy, and confidentiality of the evaluators.

It would be helpful if your response was received by DATE.  I have also enclosed a form for your completion which will enable us to provide you with a modest honorarium for your highly valued service in this important matter.  Please complete the highlighted areas of the form and return it in the postage paid envelope that is provided. 

Sincerely,
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James Forger
Dean
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