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TEMPLATE FOR LETTER TO A POTENTIAL REFEREE 
TO INQUIRE WHETHER THEY ARE WILLING TO UNDERTAKE THE TASK




Dear ___________,


Faculty member  _____________ is a candidate this year for [renewal / tenure / promotion to the rank of ________ ] at Queen’s University.  External evaluations of a candidate's work are  particularly important, and I am writing to ask whether you would be willing to provide such an assessment.

	If you are willing to assist us in this way, I will send you the candidate’s current curriculum vitae, teaching dossier (if provided by the candidate), and copies of the candidate’s significant scholarly works or examples of creative work (selected by the candidate) through a web link with a password (the password will be sent to you via a separate email). The candidate may elect to provide a letter of introduction to their application, and the letter may address any career interruptions. 

	 As we are working within timelines provided by the Collective Agreement, we would need to receive your assessment by [date].  {end of September/early October  are suggested} 

	Thank you very much for considering this request. I look forward to your response at your earliest convenience. If you confirm your willingness to provide an assessment, I will write to you on or before August 1, 2024, to outline the process, and offering guidance regarding the assessment being sought. 


						Yours sincerely,




Dean/Head/Chair/Director	

