
Stage 2: Short-List Letter
To be used after Stage 1: Letter of Inquiry, or, in cases where the Dean has authorized the department to establish a suitable short-list in a different way, e.g. e-mail or logged telephone conversation, this letter can be the first letter sent to outside scholars. The responses of six or eight scholars will be sought to clarify the comparative strengths of the scholars named. In a great many cases this letter will produce a sufficiently detailed evaluation of the leading candidate(s) that the department will be able to take its recommendation to the Tenure Appointments Committee. In cases where a further degree of detail is desirable, this letter can be followed with a supplemental letter targeting one or two leading candidates.
August 9, 2011
Dear Professor ________ :

The Department of _______ has been conducting a search to identify candidates for a tenure appointment in [description of field or fields defining the position]. The department would now like your assistance in evaluating candidates for this position. In preliminary discussions and with the help of experts from other institutions, we have identified the following as people we should be considering:

[include 4 to 8 names in alphabetical order with present affiliation] 
While we have not asked all of these individuals if they are willing to be considered, they represent the quality of scholar we hope to appoint. We would appreciate your comments on as many of them as possible, comparing their respective strengths and weaknesses as evidenced in their publications, teaching, and other activities. In making your comparisons please take into account differences in the professional experience of the individuals.

[When appropriate:] You will note that Professor ________ , a non-tenured member of our faculty, is one candidate for this position. Please understand that all candidates will receive the same careful consideration and that the department is committed to appointing the best possible person.
If you know of other scholars who compare favorably to those we have identified and who should also be considered for this appointment, please include them in your comparative evaluation.  Yale is an affirmative action, equal opportunity employer.  The University is committed to basing judgments concerning the employment of individuals upon their qualifications and abilities and seeks to attract to its faculty, staff, and student body qualified persons of diverse backgrounds.  We would be especially grateful if you could suggest outstanding individuals, including women or members of minority groups. Although detailed evaluations are not necessary at this time, it would be very helpful if you could make brief comparative comments focused on the achievements and potential relating to their scholarship, research, teaching, and academic and professional leadership.
In making your assessments we ask that you keep the following guidelines in mind. Professors at Yale are expected to stand in competition with the foremost leaders in their field throughout the world. [Where appropriate: The criteria for appointment as associate professor with tenure differ in degree rather than kind.  Those candidates are expected to demonstrate the quality of scholarship that will make them ready for promotion to a professorship at Yale within a reasonable period of time.] Our recommendation will be based primarily on the prospects that a candidate will continue to make lasting and distinguished contributions to the advancement of knowledge. The candidate’s qualities and promise as a colleague, university citizen and especially as a teacher are also important considerations. While recognized achievements to date are essential in estimating accomplishments, we are prepared to consider all evidence of the potential for significant achievement in the case of scholars at earlier stages in their careers. 
Your confidential response will be helpful not only to the professors of this department but also, in the event that we decide to propose the appointment of Professor _____________, to the bodies charged with reviewing departmental recommendations for tenure.  It would be most helpful if we could have your response by ________ , and an e-mail response to me at ______________ would be just fine. We thank you in advance for your help.

Sincerely,

Chair, Department of YYYY

Cc:  Dean [SELECT ONE: Mary Miller/Thomas Pollard/Kyle Vanderlick]
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