Sample for Requesting Student Letters of Evaluation

DATE
The Department of ______ at the University of Colorado at Boulder is considering Title and Name for (action: tenure and promotion to Associate Professor, or reappointment).  As a vital part of this process, student evaluations of his/her 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 (Title and Name) 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 ______, on or before _______.  

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 at ___.

Regards,
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