[bookmark: _heading=h.vs4m7i3vxddt]Procedures for Reference Letters for Tenure and Promotion Cases
In all cases involving promotion above the level of Assistant Professor or for a position with indefinite tenure, external letters of recommendation must be solicited. Compilation of the list of external references from whom letters are to be solicited is to be a collaborative effort involving the candidate, the Department Head and the senior faculty. This list should represent a balance between references recommended by the candidate and references recommended by the department. The candidate shall prepare a list of 8 references with the department suggesting additional names to obtain the desired balance. The department must solicit letters from at least 6 of the 8 references suggested by the candidate.  A total of 12 letters should be solicited by the department. Additional letters may be solicited with the approval of the Dean. The total number of external letters received must be at least 8 but normally 10. To properly document the source of references for the Ad Hoc and College Committees, a list with the following format should be included with the documentation:
	Reference
	Cand.
	Dept
	Rcvd.
	
	If not received, reason given.

	name 1
	
	X
	
	
	

	name 2
	
	X
	X
	
	

	name 3
	X
	
	X
	
	

	name 4
	X
	
	
	
	

	name 5
	
	X
	X
	
	

	name 6
	X
	X
	X
	
	

	name 7
	X
	
	X
	
	

	name 8
	X
	
	X
	
	

	name 9
	
	X
	X
	
	

	name 10
	
	X
	
	
	



A copy of the request letter and the above table listing persons from whom the letter is requested is to be sent to the Dean before they are sent out.  The Dean will review the letter to be sure that:
a) the letter requests specific information relative to the candidate’s contributions,
b) the responder is requested to rank the candidate relative to his peers, 
c) the responder is made aware of CMU’s tenure and promotion schedule as it applies to the candidate,
d) the responder is alerted in the event that the case represents early promotion, and
e) the responder is informed of the level of confidentiality that the university intends to maintain.
The Dean will give his approval or suggested revisions within a week.
The Candidate’s professional biography, including his/her list of publications, should be attached to the letter soliciting external letters of recommendation. If appropriate, a limited number of important publications by the candidate can be attached to the letter of solicitation.  Each reference will be asked to supply a letter concerning the candidate prior to the documentation deadline; the letters are to be sent to the Department Head. 
If after the letters are received, the senior faculty is unanimous (either in favor of, or against, recommending promotion) no further letters should be solicited by the department.  Otherwise, further letters may be solicited with approval of the Dean. All letters shall be attached by the Department Head to the documentation supplied by the candidate.
In addition, candidates for promotion should be supported by letters from students and graduates who have taken courses or worked on projects or theses under the candidate’s supervision. The students are to be selected and the letter obtained by the Department Head.  A maximum of six letters, including present or former undergraduate and graduate students, is usual. 
Letters to and from external references and students will be held in confidence to the extent possible. Access to this information is limited to the Ad Hoc and Promotion Review Committee, the Department Head, Department senior faculty, the Associate Dean for Graduate and Faculty Affairs, the Dean, and the appropriate University Review Committee.
The Dean may delegate various tasks in this process to the Associate Dean for Graduate and Faculty Affairs.
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