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SAMPLE LETTER TO BE SENT BY CHAIR for Letter of Recommendation for confirmation of faculty to rank
{Date}
Dr. Joe Blow
Address

City State

RE:  John Doe, M.D., Candidate for (Rank) in the Department of (Department)
Dear Dr. Blow:

Dr. John Doe is being considered for initial appointment in the Department of _______________.  He has indicated that you have knowledge of his professional performance and academic abilities and will support (his or her) (appointment/promotion/tenure) at Meharry Medical College by providing a letter of recommendation.  

At Meharry Medical College, appointments, promotions, and tenure-tracked faculty positions include evaluations and letters of recommendations from one’s peers, supervisors, mentors, and other professionals who can speak to the academic performance of the individual’s abilities as well as leadership, character and professional training. Your letter of recommendation must include a discussion and assessment of the faculty member’s teaching, scholarly activity, research, publications, presentations, leadership, professionalism, community service, and ability to work with others as well as work independently.

All information provided is held in the strict confidence.  However, if requested, the faculty member in question may be provided redacted segments of letters in which identifying information has been removed.

To assist you in the preparation of your letter of recommendation, enclosed is a copy of Dr. Doe’s Curriculum Vitae.           


Recognizing your busy schedule, it would be appreciated if your letter of recommendation for Dr. Doe can be returned to me within 10 days of the receipt of my letter.  Please call me if you need additional information or clarification.

Sincerely,
