Date

Inside Address

Dear  X:

The Promotion and Tenure Committee of the Ohio University NAME Campus would appreciate your evaluation of the professional credentials of NAME OF CANDIDATE, who is applying for promotion to the rank of RANK (W/WO TENURE).  Enclosed are LIST RELEVANT DOCUMENTS from the candidate’s application packet and the Promotion and Tenure Criteria of the NAME Division of Ohio University NAME and those of Regional Higher Education, which are provided to guide your deliberations.   Please note that Ohio has an open records law, so your letter will become part of the public record.

Ohio University NAME is a teaching oriented campus at which professors are expected to continue their professional growth.  The teaching load is 36 quarter hours (roughly equivalent to 24 semester hours) per academic year.  Professors are also expected to perform campus, University, professional, and/or community service.  Ohio University’s regional campuses accept the validity of all forms of scholarship and creative professional activity, including service learning and research on teaching, and we particularly wish to reward peer reviewed accomplishments.  At a minimum, please comment on the quality of the candidate’s scholarship and professional activities.    If you have first hand knowledge of the candidate’s development as a classroom teacher, please provide your observations as well.  While the Committee sincerely values your input, note that you are not being asked to recommend either approval or denial of the candidate’s application, but to provide an evaluative description of the candidate’s professional credentials.

For timely consideration, your evaluation is needed by DAY, DATE.  Should you have any questions or should you wish to decline this request, you may contact me at PHONE # or EMAIL ADDRESS.  Please return the enclosed materials along with your evaluation in the envelope provided.

Thank you.

Sincerely,

NAME

TITLE

