Dear Dr. [Last Name]:
RE: Dr. [Candidate Name] – Promotion Application to the Rank of [Rank]
Queen’s University is currently considering Dr. [Candidate Name] for promotion to the rank of [Rank] in the Department of [Department], Queen’s Health Sciences.
On behalf of the Departmental Promotion Committee, I am writing to ask whether you would be willing to serve as an external file reviewer for Dr. [Candidate Name]’s promotion application and provide an assessment of their contributions in the areas of Teaching/Education, Research/Scholarly Work, and Professional and/or Administrative Service, as applicable to the candidate’s academic rank and appointment.
As part of the promotion process, Queen’s University seeks assessments from individuals who are able to provide an objective and impartial evaluation of the candidate’s accomplishments and standing. File reviewers are therefore normally expected to be “arm’s length” from the candidate.
Examples of relationships that may be considered non-arm’s length include, but are not limited to:
· current or former supervisors, mentors, or trainees;
· individuals who have collaborated with the candidate within the past five (5) years,  including co-authors or grant co-holders;
· current or former departmental colleagues;
· close personal friends or relatives; or
· individuals with a significant financial, professional, or personal relationship with the candidate.

At the same time, we recognize that in some specialized or highly collaborative academic fields, complete separation may not always be possible. If you have had prior interaction or collaboration with the candidate, but believe you are still able to provide a fair and impartial assessment, we would appreciate if you could briefly describe the nature and extent of the relationship in your response.
Should you agree, you will receive the candidate’s application materials, including their curriculum vitae, supporting documentation, and the applicable promotion criteria (linked below), to assist in your review.
· Clinical Faculty Promotion Requirements
· Clinical Faculty Promotion Criteria Table
We recognize that preparing an external assessment requires a significant investment of time and expertise, and we sincerely appreciate your consideration and assistance with this important academic process.
Please let us know by [date] whether you would be willing and able to provide a review and to submit your assessment by [date].
Should you agree to provide an assessment, we kindly ask that your letter
1. include your current academic rank and institution; 
2. be submitted on institutional letterhead;
3. state that you are at arm’s length; and 
4. state that you are providing an objective assessment of the candidate’s work.

If you have any questions, please contact [contact name/email].
Thank you for your consideration.

Sincerely,
[Administrator Name]
[Title]
Queen’s Health Sciences
Queen’s University
Sent on behalf of Dr. [Committee Chair Name], Chair, Departmental Promotion Committee

