
SAMPLE LETTER OF SOLICITATION TO EXTERNAL REVIEWERS 

 

Dear Professor XXXX: 

 

I write to ask if you would be willing to serve as an external evaluator of the scholarly 

work/creative work of XXXX, Assistant Professor of XXXX, who will be standing for tenure at 

Amherst College this fall. At Amherst, faculty members typically stand for tenure after 

completing ten semesters of teaching, excluding any authorized leaves. 

 

Our department is asking leading scholars to evaluate Professor XXXX’s scholarship and give us 

their considered opinions on her/his work. Please know that we both value the perspective of 

external reviewers who are actively engaged in or near the candidate’s field of research, as well 

as that of reviewers not confined to the candidate’s specialty. We are enclosing a copy of 

Professor XXXX’s curriculum vitae, which lists the work that we would like you to assess. 

 

If you agree to serve as an evaluator, we will send you copies of Professor XXXX’s work at the 

end of June. We will need to have your letter in hand by DATE IN LATE-AUGUST. Your 

letter will be read by two sets of readers: colleagues in Professor XXXX’s department, who may 

have some knowledge in the candidate’s field; members of the college-wide faculty committee 

that reviews departmental tenure recommendations, who in this context may constitute a lay 

audience; and by our dean of the faculty and president. All of these readers will evaluate your 

letter according to the following guidelines: 

 

“The quality and depth of these letters is obviously critical. External 

scholars should engage the candidate’s work in some detail. A letter of 

generalized praise lacking in specificity is likely to be discounted no matter 

how distinguished the external reviewer. Letters from external authorities 

will be most helpful and persuasive if they can point to strengths and 

weaknesses in the work and relate these in non-technical language that may 

be understood by scholars not expert in their [the reviewers] particular field. 

Where appropriate and relevant, external reviewers also may take into 

account possible differences among institutions.” 

 

We are interested in knowing what you think of the quality of Professor XXXX’s work. Does it 

address important questions in the field, and has he/she made significant contributions toward 

answering, refining, or extending these questions? We would like to know your opinion (and the 

criteria and metrics by which you have made your judgment) of the candidate’s scholarly 

contribution thus far and his/her potential for future growth. What is your assessment of the 

stages/formats of publication (the role and weight of working papers and/or co-authorship, for 

example) and the role of peer review in the field? It would also be useful for you to comment on 

(relative to the standards of the field) expectations for the rate of progress by the time of tenure, 

typical patterns of scholarly productivity, and the candidate’s work compared with that of others 

at the same stage in their careers. We would also like to know of anything you might like to 

share with us about service that Professor XXXX may have provided the profession. 

 

Your letter, of course, will be treated as confidential. We will also need a copy of your own 



curriculum vitae, and we will need to know what, if any, previous personal or professional 

association you may have had with Professor XXXX. Indeed, if you have a close personal or 

professional association with the candidate, it would useful to know that now. We would also 

like to know if you have a close professional or personal relationship with any of the members of 

the XXXX department. If so, please describe the nature of the relationship in your letter. 

 

We know that the preparation of a thorough scholarly evaluation can be burdensome. We very 

much hope, however, that you will find it possible to perform this invaluable service for us. 

Because of your expertise in XXXX, the department and the college’s tenure and promotions 

committee are particularly interested in your assessments of Professor XXXX’s work and its 

contribution to the field of XXXX. Your evaluation will be a significant part of the tenure 

review process, and we deeply appreciate the time and effort that goes into its writing. The 

college will provide a modest token of appreciation in the form of a $250 honorarium. 

If you would prefer not to receive the stipend, please let us know prior to commencing your 

review. The college is required to report the honorarium to the IRS once you have commenced 

review of the tenure file, even if you subsequently decline payment or request that it be used for 

some other purpose. 

 

Please let me know as soon as possible whether you will be able to serve as evaluator in this 

tenure case. It would be quickest if you send your response to XXXX, our academic department 

coordinator. Please feel free to respond by email or by telephone (413-542-XXXX). Do not 

hesitate to get in touch with me or ADC XXXX if you have any questions or need more 

information. 

 

Thank you very much for considering this request. I look forward to your response. 

 

Sincerely yours, 

 

XXXX, Chair 

 

Enclosure (CV) 


