Suggested Template 

EXTRAMURAL LETTER OF SUPPORT 

Promotion and/or Tenure- EDUCATION 

Dear [Evaluator]:

I am writing to you because of your expertise and because you are a leader in your field. 

Dr. [name of candidate] is being considered for promotion to [rank] in the Department of [department].  We would appreciate you taking time in the next two weeks to provide a letter in support of the review process.  We recognize that you are very busy, and may find it difficult to add yet another task. However, external evaluations are essential and required components of the review process and we value your input. 

Dr. X’s work assignment is ___% teaching, ___% research, and ___% service.  The primary purpose of the extramural review is to evaluate the quality of the candidate's teaching, published research and/or clinical activities. To attain promotion at SUNY Upstate Medical University one must be proficient in all areas of one’s work assignment and demonstrate excellence in one area. Dr. X must demonstrate excellence in the area of teaching/education. 

CHOOSE APPROPRIATE LANGUAGE FOR RANK AND IF TENURE IS TO BE CONSIDERED.
Briefly, for promotion to Associate Professor, excellence in education is demonstrated by having a major responsibility for a teaching program, including being a major contributor to a scholarly teaching program and demonstrated evidence of educational innovation. For promotion to Professor, evidence of national or extra-university recognition and funding via educational grants or contracts are also required. For granting of tenure, the candidate must demonstrate scholarship, defined as the creation of new knowledge and the dissemination and acceptance of it by peers. Scholarship is demonstrated by peer-reviewed publications, extramural funding and other scholarly products (e.g. books, patents, new peer-accepted clinical and educational protocols). I have included a CV and the candidate’s Educator’s Portfolio (if included) for your review.
With this in mind, please provide comments regarding the quality of Dr. X’s work. If you feel that you have enough information (additional criteria and documentation are considered by the committee) feel free to comment on Dr. X’s readiness for promotion and tenure.  

Your letter  should also include the following:

1) your rank and area of expertise

2) your relationship, if any, to Dr. X (i.e., mentor, collaborator, etc.)

3) your relationship, if any, to SUNY Upstate Medical University (e.g., former resident, former faculty member, etc).

Your review is needed within the next 2 WEEKS.  If for some reason you are unable to complete and return the review by then, please inform me immediately so that we can seek another evaluator. However, I really do hope you can find the time to provide this review.
Thank you for your anticipated cooperation.  
Sincerely,

[Chair]
