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SAMPLE LETTER	Comment by Laura Ahola-Young: @lisascholes2@isu.edu - I forgot to add this for Chair resources in the promotion and tenure- this was pulled out of the letter so chairs could find it easier
_Assigned to lisascholes2@isu.edu_
Invitation to External Reviewers
 
___________________(DEPARTMENTAL/SCHOOL LETTERHEAD)
 
 
_______________ (DATE)
Dear_______________
 
________________(NAME) is being considered for _______________ in the Department/School of ________________ at Idaho State University.  You have been recommended as a person highly qualified to review and evaluate ______________ (HIS/HER) research/scholarly/creative contributions.   We believe external evaluations contribute substantially to the academic review process, and we would greatly appreciate your willingness to serve in this capacity.  If the faculty member is applying for early tenure or promotion, please insert the following sentence here:  Please be advised that ________________(NAME) is applying for “early” tenure or promotion and that Idaho State University has stringent performance expectations for awarding a favorable “early” decision; a candidate needs to have exhibited an extraordinary scholarly record to earn early tenure or promotion. 
 
Your written comments will become part of ____'s file and be available for Professor ________’s review.  If you are willing to accept our invitation, we solicit your comments regarding the depth, originality, importance, significance, visibility, productivity, and independent scholarship of (his/her) contributions.  We do not, of course, expect you to make a (tenure/promotion) recommendation as such.  Your evaluative comments, however, based upon your knowledge and appreciation of the field and its standards, will be a significant contribution to our review.  Please keep in mind that your comments should reflect appropriate norms, as you see them, for a candidate for (tenure/Associate Professor/Full Professor).  Also, if you have had any relationship with________________ in the past, please so indicate.
 
If you agree to conduct this review for us, we will provide you with Dr. ________’s vita and supporting materials, a copy of the Department/School, College, and University mission statements, and a written description of the candidate's assignment of efforts and activities for the entire time span being evaluated.
 
In order to complete our review I hope we might have your response by ________(DATE).  Should you decide not to accept our invitation to serve as an external reviewer for ___________ (NAME), we would appreciate learning of that decision at your earliest convenience.  A telephone call to me at (208) 282-xxxx would facilitate our selection of another reviewer if you cannot accept our invitation.  In either case, please be assured that we are very grateful for your consideration of our request.
 
Sincerely,
 
 
 
_____________________________
(DEPARTMENT CHAIR/SCHOOL DIRECTOR)
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