Initial Pre-Contact Letter Template
Date 

Name of Consultant

Address 

Dear Dr. ____________________

Our department is recommending __________________________ for appointment as/OR/promotion to __________________________.  Because of your expertise and prominence in the field, I have recommended that the Perelman School of Medicine at the University of Pennsylvania Committee on Appointments and Promotions (COAP) contact you to provide a candid assessment of Dr. ______________’s qualifications for this position.  Should they elect to do so, they will contact you directly.  The University’s academic review process is confidential, so all correspondence and comments must be directed to the COAP and not to me.  I urge you to reply as quickly as possible to their request, for a timely decision by COAP is extremely important to both the candidate and the department.  I appreciate your time and effort in providing this expertise to the Perelman School of Medicine.

Sincerely,

__________________________

Chair of Department

(The pre-contact letter must be used in its entirety and not be revised.)

