External Evaluator Solicitation Letter Template for Tenure/NTT Promotion to ASCP (or Full if LAW) or Promotion to Full Professor

N.B. Fill in the areas highlighted in yellow appropriately.

[DATE]

[NAME AND ADDRESS]

Dear Professor XX,
Thank you for agreeing to serve as an external evaluator of Professor XX’s qualifications for promotion to the rank of [rank with/without tenure]. We recognize that preparing a thoughtful and thorough evaluation requires a significant investment of time and expertise, and we are grateful for your willingness to assist us in this important process.
Please be assured we will give your assessment careful consideration. It will play a significant role in the University’s deliberations and in reaching a decision in the best interests of both Professor XX and Boston University. Your letter will be treated as confidential to the fullest extent permitted by law.
[Enclosed with this letter are] [At [LINK] we have made available:] Professor XX’s curriculum vitae, [optional: sample syllabi from courses taught], and representative publications. [If appropriate: briefly describe Professor XX’s working conditions, such as teaching responsibilities, administrative or service roles, any restrictions on academic activities, and relevant contextual information about the department or school.] Should you require any additional materials or information, please do not hesitate to contact me.
We seek a candid and specific evaluation of Professor XX’s accomplishments and impact as a researcher and scholar. To respect the candidate’s confidentiality, please do not upload their materials to an AI system unless you are sure the content is fully secure and will not become a part of the AI system’s model. Additionally, it is your personal assessment we are seeking and hold in the highest regard. Please do not use AI tools to generate your report.
Because external evaluations play a central role in tenure and promotion decisions at research-intensive universities, we ask that reviewers be at “arm’s length” from the candidate. By this we mean that you have not served as Professor XX’s dissertation advisor, postdoctoral mentor, or trainee; have not engaged in recent or substantial scholarly collaboration (such as co-authorship or joint grants); and have no close personal or financial relationship that would reasonably call your independence into question. Please do begin your letter by describing the nature and extent of any professional or personal relationship you may have had with Professor XX. We would then appreciate your addressing the following topics in your assessment:
1. What [scholarly/creative] works have earned the candidate national or international recognition?
2. How does the candidate compare with peers at a similar career stage and with the strongest [researchers/scholars/artists] in the field at a comparable point in their careers? Specific comparisons are especially helpful.
3. How do you assess the candidate’s scholarly trajectory and future promise?
4. What is your evaluation of the candidate’s service to the profession at the local, national, or international level at this stage of their career?
5. If you have firsthand knowledge of the candidate’s effectiveness as a teacher or mentor, we would welcome your observations.
6. Finally, we would appreciate your candid judgment as to whether Professor XX
(a) should be promoted to [rank with/without tenure], at Boston University, and
(b) would be promoted to that rank at your institution.
Thank you again for your willingness to undertake this important service. We would appreciate receiving your letter by [date]. If you find that you are unable to complete the evaluation, please let me know as soon as possible; recommendations of other appropriate evaluators would also be welcome.
With sincere thanks for your assistance,
Sincerely,
[Name]
[Title]
Enclosures

