CAP's Standard Service Activity Letter-External Service



(Dr. John B. Doe)

(Society for the Preservation of Information)

(1500 S. Hard Drive)

(Quietsville, MI 50000)

Dear Dr. Doe:)

(Dr. Oscar B. Award) is being evaluated at this time by the Committee on Appointments and Promotion for (promotion to the rank of Associate Professor with tenure) in accordance with our standard procedures.  The evaluations for this promotion are based upon demonstrated contributions and continuing potential in the areas of Teaching, Scholarly activity, and Service.  As a member of the Service Activity Subgroup, I have been assigned the responsibility of collecting the information needed for evaluating his/her service contribution.

I understand that (Dr. Award) has served as (a Reviewer for the SFTPOI Journal and that you are the Journal's technical editor).  I would appreciate it if you could please send me a letter giving your opinion of the caliber and contribution of his/her work (as a reviewer).  Any other information that you have which is pertinent to (Dr. Award's) service contribution to his/her profession would be appreciated as well.  It is School policy for the candidate to have right of access to reference letters.

Thank you very much for your assistance.

Respectfully,

(W. T. Serve, Associate Professor of Engineering)
WTS/pt

