TEMPLATE:  

REQUEST FOR EXTERNAL LETTERS FOR PROMOTION IN THE RESEARCH PROFESSOR SERIES
Dear Dr. ____________:

I am writing to ask for your assistance as our department begins its formal evaluation of Dr. ____________.  He [she/they] is being considered for promotion to [Associate Professor/Professor] in the Research Professor Series in the Department of ________________ at the University of Colorado School of Medicine.  As you know, the promotion review process is a critical step for faculty members and for the School of Medicine.  We are asking for your assistance as we evaluate the significance of Dr. _________’s research contributions and his [her/their] prospects for continued success.   

Guidelines for Your Letter
In the first paragraph of your letter, please include a short description of your academic position and area(s) of focus and expertise.  Also, please include in the first paragraph a sentence describing your relationship, if any, with the candidate (e.g., former training director, mentor or research co-investigator).    
I have enclosed Dr. _______’s current curriculum vitae and copies of [or links to] a selection of his [her/their] manuscripts.  
[Choose from the alternatives, below]
Associate Research Professor

I have enclosed copies of the School of Medicine’s standards for promotion to Associate Professor in the Research Professor Series.  Briefly, Associate Research Professors must demonstrate excellence (the School of Medicine’s highest standard) in research.  Only limited involvement in teaching is also required.    For the purposes of promotion review, “excellence” is defined as performance that is “outstanding or of exceptional merit.”   Faculty in the research professor series are expected to demonstrate excellence in research as independent or collaborative investigators.  
Research Professor

I have enclosed copies of the School of Medicine’s standards for promotion to Associate Professor in the Research Professor Series.  Briefly, Associate Research Professors must demonstrate excellence (the School of Medicine’s highest standard) in research, as well as a national reputation.  “Excellence” is defined as performance that is “outstanding or of exceptional merit.”  Faculty appointed or promoted to the rank of Research Professor must demonstrate skill as an investigator, originality and creativity, outstanding contributions to the research programs of their department and the School of Medicine, and a national reputation. Creativity and originality imply that the faculty member has contributed to the generation of new observations, new concepts, new techniques or new interpretations in their field of scholarly endeavor. Evidence of a national or international reputation may include letters of praise from external referees, service on scientific review panels or study sections, invited scientific presentations or other evidence of national standing. Research professors will usually have a record of funding as a principal or co-investigator and will have published high-quality scientific papers in peer-reviewed journals.

On behalf of the Department of _________ and the School of Medicine, we thank you for your efforts to help us in this important faculty promotion [appointment] review.  We understand that this is a significant imposition on your time, and we are grateful for your assistance.  Please send your letter directly to me; we would appreciate receiving it no later than ___________.  

Sincerely, 

