
  
(3 sample templates, in order of length) 
 

I.​ Standard Short template 
  
** sent on behalf of Professor Mentor *** 
  
The Department of Geography at the University of Colorado at Boulder is considering (will 
consider) Assistant Professor/Instructor *** for reappointment/promotion and tenure (Fall Year).  
As a vital part of this process, student evaluations of her/his performance as a teacher, advisor, 
and mentor, both in and out of the classroom, are being solicited.  It is for this reason that we are 
contacting you, in the hope that you will provide us with your assessment of **** in one or more 
of these roles. 
 
If you are willing to help us in this effort, please provide a written letter of your evaluation, 
addressed to ****** 
 
 
 
Your statements will be used only as part of this review process.  The statements are considered 
confidential under the policies of the University and are not subject to disclosure under the 
Colorado Open Records Act, except as otherwise may be required by court order or by law. 
 
If you have any questions, please feel free to contact me. 
 
Regards, 
 
 
XXX 
 

 



II.​  Slightly more elaborate template  
  
** sent on behalf of Professor Mentor *** 
  

The Department of Geography at the University of Colorado at Boulder is considering 
(will consider) Assistant Professor/Instructor *** for reappointment/promotion and tenure (Fall 
Year). 
 
 [Instructor/ pre-tenure faculty: Reappointment refers to a new contract that allows them to stay 
in the same job for 3 additional years.  Promotion and tenure: Promotion refers to moving from 
the rank of Instructor to Senior Instructor/ Assistant Professor to Associate Professor, Associate 
Professor to Full Professor.  Tenure refers to an indefinite academic appointment that can only 
be terminated for cause; the system of tenure helps ensure academic freedom.] 

 
As a vital part of this process, student evaluations of her/his performance as a teacher, advisor, 
and mentor, both in and out of the classroom, are being solicited.  It is for this reason that we are 
contacting you, in the hope that you will provide us with your assessment of **** in one or more 
of these roles. 
 
If you are willing to help us in this effort, please provide a written letter of your evaluation, 
addressed to ****** 
 
If you are not sure where to start, here are a few suggestions: 

●​ Explain how Professor/Instructor XX’s teaching activities, content, material, teaching 
techniques, etc. helped you develop your knowledge, comprehension, skills, etc.  

●​ You could describe any particularly memorable example of Professor XX’s teaching, 
advising and/or mentoring. 

●​ Explain how Professor XX provided opportunities to practice important concepts or 
skills, helped you prepare for exams, enhanced your sense of belonging or created an 
inclusive environment, or made an impact on you as a student.  

●​ If your experiences with Professor XX were not positive, please explain why or how.  
 
Your statements, which should adhere to principles of honesty and integrity, will be used only as 
part of this review process.  The statements are considered confidential under the policies of the 
University and are not subject to disclosure under the Colorado Open Records Act, except as 
otherwise may be required by court order or by law. 
 
If you have any questions, please feel free to contact me. 
 
Regards, 
 
 

 



III.​ Elaborate Version 
[This one is very lightly edited from one created by Mechanical Engineering and features as an 
example on the TQF website of the college. It is very long, and may scare off students with its 
length. Feel free to use any parts of it] 
 
Dear XX,  
   
The Department of Geography  at the University of Colorado at Boulder is considering (will 
consider) the promotion of xxx ​ to xxxx (Fall Year).   As part of our review process for making 
personnel​ decisions, we contact current and former students of courses taught/supervised by 
Professor/Instructor XXX.  In this regard, as the [PUEC member or other ] I would like to 
request your help in our evaluation of Dr. XXX’s teaching and/or mentoring.  I hope you will 
find the time to give us your candid impressions.  Your statements will be used only as part of 
this review process.  The statements are considered confidential under the policies of the 
University and are not subject to disclosure under the Colorado Open Records Act, except as 
otherwise may be required by court order or by law.  ​ I therefore hope​​  you will be quite 
candid in your comments.  
  
See below for suggestions for writing your letter and aspects to consider when writing about 
Professor xxx’s teaching and mentoring.   
  
Please use the following honor statement at the top of your letter: I pledge the highest level of 
ethical principles in support of the department's academic excellence by upholding honesty and 
integrity in all my statements in this letter.  
  
Please respond with your evaluation via e-mail (xxx@Colorado.Edu) by xxxx  
  
  
Suggestions for writing your letter (1):  

1.​ Start with a brief statement of who you are and how you know Professor xxx (e.g., how 
long have you known them and in what capacity?), and a clear statement of support (or 
not) for Professor xxx (e.g., “I am pleased to strongly recommend Professor xxx for 
promotion to the position of [position title]” or “I respectfully do not recommend 
Professor xxx for promotion to the position of [position title]”).  

2.​ If you can describe some particularly memorable examples about Professor xxx’s 
teaching, advising, and/or mentoring, they should be included to give your letter more 
substance and provide support for your opinions. The examples need not be elaborate. 
More aspects to consider are given below.  

3.​ End with a paragraph that includes a summary of your review and that reiterates your 
recommendation. In other words, briefly restate 1-3 key points, experiences, or 
interactions with Professor xxx and how they demonstrate why it is important to keep 
Professor xxx on campus (or how they demonstrate why you do not think Professor xxx 
should be promoted). End by clearly re-stating your recommendation (as in 1. above).  

4.​ A good length is between half a page (minimum) and two pages. A one-page letter is 
typical.  

  



Additional aspects to consider when writing about Professor xxx’s teaching and mentoring (2):  
Please note you are not required to address all of the following in your letter. Instead, pick a few 
that are most​relevant to your experiences with Professor xxx. If your experiences with Professor 
xxx were not positive, or if they made improvements in regard to any of the following please 
explain why/how.   
  

1.​ If you worked with Professor xxx on research projects, how did they encourage you to 
explore different and challenging research projects? Describe that experience and what 
you learned from your involvement.  

2.​ Explain how Professor xxx’s teaching activities, content and materials they provided, 
and/or their creative teaching techniques helped you to become immersed in course 
content and/or develop your knowledge, comprehension, conceptual understanding, 
and/or new skills.  

3.​ Explain how Professor xxx provided students with opportunities to practice important 
skills and concepts by applying meaningful assignments (e.g., that connect to real world 
applications, prior knowledge, and/or future course applications), welcoming and 
encouraging students’ feedback, and incorporating feedback to improve the learning 
environment.  

4.​ In what ways did Professor xxx adequately prepare you for exams (and other 
assessments)? For example, you may explain how they helped you prepare for exams 
(e.g., did what they teach in class align with what you were tested on?), answered 
questions in ways that were helpful and improved your understanding of content, and/or 
provided feedback on your work that helped you improve your performance.  

5.​ What has Professor xxx done to enhance your sense of belonging and create an inclusive, 
respectful environment in and outside of the classroom (e.g., team projects, advising, etc.) 
and why was it important to you?  

6.​ How has Professor xxx made an impact on who you are as a student, your understanding 
of what you want to do after graduation, and your future career path?  

7.​ Highlight unique activities Professor xxx did that positively impacted students (e.g., guest 
lectures, planning and attending industry tours, etc.).  

____________  
(1)​ These suggestions are adapted from the following sources, which may be helpful if you’d 
like further advice on writing your recommendation letter: “​When your adviser wants a letter of 
support​”, “​How I write tenure and promotion letters​”, and “​How to write a support for tenure 
letter for my professor​.”  
  
(2)​ T​hese suggestions are adapted from the ​Teaching Quality Framework Assessment 
Rubric​, ​CU Boulder’s Faculty Course ​Questionnaire​, the ​MCEN Teaching Statement 
Self-Reflection Guide​, and “​Best Practices and Sample Questions for Course Evaluation 
Surveys​.”  
  
  
 
 

https://www.chronicle.com/article/When-Your-Adviser-Wants-a/129350
https://www.chronicle.com/article/When-Your-Adviser-Wants-a/129350
https://www.chronicle.com/article/When-Your-Adviser-Wants-a/129350
https://dynamicecology.wordpress.com/2018/09/26/how-i-write-tenure-and-promotion-letters/
https://dynamicecology.wordpress.com/2018/09/26/how-i-write-tenure-and-promotion-letters/
https://classroom.synonym.com/write-support-tenure-letter-professor-8271255.html
https://classroom.synonym.com/write-support-tenure-letter-professor-8271255.html
https://classroom.synonym.com/write-support-tenure-letter-professor-8271255.html
https://www.colorado.edu/teaching-quality-framework/TQF_Assessment_Rubric_Draft
https://www.colorado.edu/teaching-quality-framework/TQF_Assessment_Rubric_Draft
https://www.colorado.edu/teaching-quality-framework/fcq-pilot-items
https://www.colorado.edu/teaching-quality-framework/fcq-pilot-items
https://www.colorado.edu/teaching-quality-framework/teaching-statement-guidelines-MCEN
https://www.colorado.edu/teaching-quality-framework/teaching-statement-guidelines-MCEN
https://assessment.provost.wisc.edu/best-practices-and-sample-questions-for-course-evaluation-surveys/
https://assessment.provost.wisc.edu/best-practices-and-sample-questions-for-course-evaluation-surveys/

