UCAPT Template
Candidate Name
Summary Chart of External Referees


Directions: Place this chart in the front of letters section with a sample solicitation letter. The ideal order of this section is: 
1. the sample solicitation letter; 
2. the chart of all reviewers approached with all arm’s length first, see example below; 
3. arm’s-length letters meeting all the criteria stated in section 7.7.2 of the UCAPT Manual with brief referee bios (section VI-A); 
4. other letters with brief referee bios (section VI-B), 
5. decline correspondence (in section VI-B after any collaborator letters)


VI-A Arm’s Length Letters (5 Required; Arm’s-length reviewers are not connected to the candidate by collaboration, friendship, commercial ties, or current or former colleagueship at the same institution.) 
	Name, Position, School/Institution
	Suggested by
	Relationship to Candidate
	Accepted/Declined
	Recommended Promotion or Appointment? 
	Meets the Standards of Leading Institutions for Similar Position? 

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc. 
	“Have met several times at conferences but have no collaborative or personal ties.”
	Accepted
	Yes
	Yes

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc. 
	“Have never met but followed their work over the past ten years.”
	Accepted
	Yes
	Yes

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc. 
	“Have never met but reviewed the CV and work provided.”
	Accepted
	Yes
	Yes

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc. 
	“Have met three times at national organization events.”
	Accepted
	Yes
	Yes

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc. 
	“Have never collaborated on publications or grants.”
	Accepted
	Yes
	Yes

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc. 
	“Have never met.”
	Accepted
	Yes
	Yes

	
	
	
	
	
	




VI-B Collaborator Letters and Decline Information
	Name, Position, School/Institution
	Suggested by
	Relationship to Candidate
	Accepted/Declined
	Recommended Promotion or Appointment? 
	Meets the Standards of Leading Institutions for Similar Position?

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc. 
	“Collaborated on a successful NIH grant…”
	Accepted
	Yes
	Yes

	Somebody, with a Title, Somewhere
	Candidate
	“Co-authored two articles…”
	Accepted
	Yes
	Yes

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc.
	“Have known since we were both at XY University…” 
	Accepted
	Yes
	Yes

	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc.
	Arm’s Length
	Declined; too many other asks
	N/A
	N/A


	Somebody, with a Title, Somewhere
	Faculty committee, Dean, etc. 
	Arm’s Length
	Declined; not an expert in this area
	N/A
	N/A

	
	
	
	
	
	



