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Date Here
Professor YYYYY,
 University xxx, Physics Department
address
city, state, zip
Dear Professor/dr YYYY:
Fermilab is considering Dr. xxx xxx for promotion from his current term appointment of Associate Scientist to the position of Scientist, a Fermilab appointment without term limit, equivalent to Associate Professor with tenure.  The Scientist appointment is for Fermilab staff members who have distinguished themselves by a wide range of contributions in physics related to the mission of the Laboratory, in physics technology related to the mission of the Laboratory, or in management.
We would very much appreciate your frank and candid comments on the candidate’s qualifications for this promotion.  Comments on each of the following would be valuable.
What are the candidate’s most significant accomplishments?
How would you rank the candidate relative to peers and relative to now well known physicists when at a similar career stage to the candidate?
What is the candidate’s potential to become a leader at Fermilab?
Would the candidate qualify for an Associate Professor (or equivalent) position at your institution?
[bookmark: _GoBack]To assist you, I have enclosed a copy of the candidate’s curriculum vitae and publications list as well as some other explanatory materials about the candidate’s work.  It will be most helpful if your letter could reach me in the next week to ten days.  Except in extraordinary circumstances, your letter will not be made available to the candidate.
I do understand that this request will be time consuming for you, but as you know, such evaluations are a crucial element in this important decision.  I thank you in advance for your time and assistance.
Please let me know if you have any questions

Sincerely,
Michael Lindgren
Acting Head, Particle Physics Division
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