E-MAIL RESPONSE TO EXTERNAL REFEREE WHO HAS AGREED TO ASSIST WITH EVALUATION

Dear XX,

Thank you very much for agreeing to assist us in evaluating Professor XX for promotion to [what rank].  In a reply to this email, please let us know:

1. What items from Professor XX’s CV you would like us to send you. You might already own or have easy access to a number of [his/her] books and articles, and in the interests of conserving resources, we would not want to burden you material that duplicates what you already have. 

2. Where you would like us to send materials.  We will send the materials you request to the address you designate.
With gratitude and best wishes,
Chair

