
PTR/P&T Administrative Tips for PTU Heads 
 

1. Post-Tenure Review (PTR) 

a. UGA policy link at bottom of Office of Faculty Affairs Promotion & Tenure page 

b. Set up schedule of who is due to be reviewed each year. 

c. Skip faculty with positive vote from your PTU in fall of the same academic year. 

d. Initiate in fall 

i. PTR committee: minimum of 3 tenured faculty; may include faculty from 

other PTUs; may not be appointed by PTU head. 

ii. Faculty undergoing review may object to a maximum of 5 colleagues as 

committee members. 

e. Deadline for completion = early May  

2. Early Winter – Important actions 

a. Third Year Reviews 

i. Notify 3rd year review candidates of upcoming review 

ii. Appoint 3rd year review committee – at least 3 eligible faculty 

iii. See p. 25 in Guidelines for policy details 

b. Preliminary Considerations 

i. Ask faculty to notify you if they plan to apply for promotion and/or 

tenure 

ii. Provide instructions to those who do plan to apply 

iii. See p. 26-27 in Guidelines for policy details 

c. Set date in April/May for spring PTU meeting 

i. 3rd Year Review report & vote 

ii. Preliminary consideration votes  

3. Soliciting External Letters 

a. Initial list of only 3 options from the candidate 

b. Send a preliminary email asking about their willingness to write before sending 

full instructions (sample attached) 

c. Use template letter (p. 49) for detailed instructions (sample attached) 

d. Try to get total of 6 external writers to commit; 3 from candidate list & 3 from 

your list 

e.  When external options on your list say “no”, you can ask them to recommend 

someone in their field 

f. Use spreadsheet to keep track of correspondence. 

4. Calculating quorum – 2/3 of those eligible to vote; 3 different levels depending on 

candidate: 

a. # of tenured faculty 

b. # associate professors + professors 

c. # of professors 



 

Sample emails for soliciting external evaluations. 

Underlining marks text that will need to be specified/edited for each particular letter. 

 

Email #1 to each potential evaluator: 

Subject: Can you provide an external evaluation of Dr. XXX's promotion & tenure dossier? 

Dear Dr. _____________: 

I am writing to request your assistance in evaluating the academic credentials of Dr. XXX, who is 

applying for promotion and tenure in the Department of __________ at the University of 

Georgia.  I serve as the department's promotion and tenure unit head, and you were 

recommended to me as being well qualified to evaluate Dr. XXX's scholarly record. 

Your assistance in this important process would be greatly appreciated by the Department of 

_________ faculty.  If you are able and willing to provide a review of Dr. XXX’s dossier by 

Monday August     , 2021, I will forward a copy of her CV and some of her publications to you. 

Thank you for your consideration. 

Sincerely, 

 

Email #2 - sent to each evaluator who says “yes” to preliminary request: 

Subject: Evaluation of Promotion & Tenure Dossier for Dr. XXX 

Dear Dr. ________: 

Thank you for agreeing to participate as an external reviewer for Dr. XXX, a candidate for 

promotion to Associate Professor with Tenure in the Department of ________ at the University 

of Georgia.  To help us render a wise promotion and tenure recommendation, we seek a 

thoughtful evaluation of the candidate’s contributions to the field.  We do not ask for your 

judgment of the candidate as a person.  Instead, we seek your professional judgment of the 

impact and quality of Dr. XXX’s scholarly and creative contributions.  Specifically, we are 

interested in the following: 

1. The length and nature of your relationship with the candidate. 

 

2. Your judgment of the quality and significance of the candidate's professional 

publications.  The judgment should be specific to particular works or sets of works. Attached 



 

here are some papers upon which we would particularly value your judgment. 

 

3. The candidate's professional reputation and standing as a scholar relative to outstanding 

people in the same field at approximately the same stage of development. 

 

I have also attached a copy of Dr. XXX’s CV.  Note that a 2-page description of her major 

accomplishments is included on the last two pages of this document. 

 

In order to meet University deadlines, I would appreciate having your review returned to me by 

Monday August     , 2021.  The University of Georgia will use your reply only in the promotion 

and tenure process.  However, your letter may be subject to release under Georgia law. 

 

Thank you again for your assistance with this important matter. 

 

Yours, 

 

 


