[date]
Professor X

Department of ________________
University of Toronto at Mississauga

Dear X:

I am writing to inform you that the Promotions Committee will be giving you detailed consideration for promotion to full Professor.  I am enclosing a copy of the UTM Guidelines for the Evaluation of Teaching and the U of T Policy and Procedures Governing Promotions so that you will understand the procedure to be followed in the next few months.

To enable the members of the Departmental promotions committee to give your case full consideration, I would be grateful if you would provide me with:

1.
8 copies of all of your published works (parts of books, books, monographs, articles, reviews, review articles, papers published in conference proceedings, research reports), unpublished writings (papers presented at conferences, unpublished research reports) including a statement in regard to your research;

2.
a list of all Ph.D. students you have supervised and are presently supervising; 

3.
a list of the names of individuals (including mailing address and e-mail address) not on the U. of T. staff whom you would nominate as external referees to assess your achievement as a scholar and a researcher.  At least one of the referees you nominate will be included among the referees chosen;

4.
3 copies of your teaching dossier (course evaluations, course outlines, reading lists, essay topics, any other evidence of quality of scholarship, teaching, skills, etc), including a statement in regard to your teaching; 

5.
a list of all courses you have taught in the past five years; and

5.
an updated copy of your curriculum vitae as per the attached guidelines

I would appreciate receiving these from you by [date].  If you have any questions please do not hesitate to contact me.

Sincerely

X

Chair

Encl.

