Sample Request of Letter to Collaborator
Dear Professor Smith:

The Department of 



at the University of Illinois at Chicago is reviewing the credentials of 


for promotion to the rank of ____________ and/or for indefinite tenure.  We ask that you help us in our deliberations by describing your collaboration with


on the following work [or works]:  
We emphasize that we do not ask you for a recommendation on the personnel decision before us. Rather, we request that you stipulate the scope of the project and indicate which collaborator or collaborators performed each task.

