SAMPLE Letter Invitation to serve on THE Committee for continuing status and Promotion to associate professor, teaching stream
Dear [   ],

I am writing to invite you to serve as a member of the committee to review Professor [   ] for promotion to Associate Professor, Teaching Stream.  I enclose a copy of Policy and Procedures on Academic Appointments which will govern the continuing status and promotion review and would draw your attention in particular to paragraph 30 which outlines the process and standards applicable.  The PPAA requires that each member of the continuing status review committee make his or her decision “on the basis of the evidence available at the time of the Continuing Status Committee meeting”.  If, for whatever reason, you are unable to make such a judgement, this would make you ineligible to serve.

The Committee will convene early in the fall term.  I enclose a list of other proposed members of the Committee for your information.  Should you accept my invitation to serve, I would appreciate your written acknowledgment within two weeks.  If you have any questions please do not hesitate to call.

Yours sincerely,
Professor and Chair

encl.

