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[image: image1.emf]                xxxx   Division       [ Date (spelled out)]     [ Reference Address ) ]           Re:   [ Dr. First and Last Name of   Candidate ]         Dear  [ Name of  Reference] ,     [ Dr. First and Last Name of  Candidate ]     is under consideration for  a  [ position/promotion]   as  a  [ Title ]       in the  [ Group]  of  the  [ Divisio n]   Division  at  Lawrence Berkeley National Laboratory. I am writing you to solicit your opinion about  [his/her]   qualifications for this  position .      The Senior Scientist is a  career position reserved for scientists with significant experience and achievement s in  research who play a  major scientific  leadership role at the Laboratory.   Employees at this level serve as   the  scientific leader of a major   project or group . They are usually   assisted by other scientists and engineers and  support staff, have principal i nvestigator status, and directly supervise other professionals, technical support staff,  or students.     -------------------   Th is position is responsible for  [ Brief Summary] .     I would appreciate if you would take the time to write a letter giving your candid   assessment   of  [ Dr. First and Last  Name of  Candidate ] .     Please address the following criteria in your assessment .        Demonstrated ability to lead a major independent research program;      Recognition as a leader  internationally  with  significant  influence   and imp act   in   [his/her]   field of  research;      A high level of innovation and originality in the form of new ideas, research approaches, techniques,  instruments, or discoveries that create new areas of inquiry and/or lead to practical advances used by  others;   When po ssible please differentiate  [ Dr. Last Name of   Candidate ]     research accomplishments  from those of  his /her   collaborators;      A record that supports the expectation that  he/she   will maintain an internationally respected program  over time, continuing to make sign ificant recognized contributions;   and      An established record of outstanding research and publications (please provide a comparison with  his/her   contemporaries);        Demonstrated ability to  collaborate with ,   lead others in projects , and manage others .     -------- -----------  
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[Date (spelled out)]
[First and Last Name of Referee]  
[Address]  

Re:
[First and Last Name of Candidate]  
Dear [Name of Referee],
[Dr. First and Last Name of Candidate] is under consideration for a promotion as a [Title] in the [Group] of the [Division] Division at Lawrence Berkeley National Laboratory. I am writing you to solicit your opinion about [his/her] qualifications for this position. 

The Senior Scientist is a career position reserved for scientists with significant experience and achievements in research who play a major scientific leadership role at the Laboratory. Employees at this level serve as the scientific leader of a major project or group. They are usually assisted by other scientists and engineers and support staff, have principal investigator status, and directly supervise other professionals, technical support staff, or students. 
This position is responsible for [Brief Summary].

I would appreciate if you would take the time to write a letter giving your candid assessment of [First and Last Name of Candidate].

Please address the following criteria in your assessment. 
· Demonstrated ability to lead a major independent research program;

· Recognition as a leader internationally with significant influence and impact in [his/her] field of research;

· A high level of innovation and originality in the form of new ideas, research approaches, techniques, instruments, or discoveries that create new areas of inquiry and/or lead to practical advances used by others; When possible please differentiate [First Name of Candidate] research accomplishments from those of [his/her] collaborators;
· A record that supports the expectation that [his/her] will maintain an internationally respected program over time, continuing to make significant recognized contributions; and
· An established record of outstanding research and publications (please provide a comparison with [his/her] contemporaries);


· Demonstrated ability to collaborate with, lead others in projects, and manage others.
Please also describe your professional relationship to [First Name of Candidate].

We are trying to expedite the consideration of [First Name of Candidate] candidacy for the position. I have attached [First Name of Candidate’s] CV, publication list, and Statement of Research to assist you. Your letter would be most useful if it could be received by [Date]. To expedite delivery, you may fax a signed copy of your letter (on your letterhead) to me at [fax], or you may e-mail it to me at [email], with a copy to [Administrator or HR] at [email]. If you have any questions about the issues that we are asking you to address, please feel free to contact me. 

I would like to express in advance my appreciation for you taking the time to help with this important process.
Sincerely,

[First and Last Name of Division Director] 

[Title] 

[Division]
Attachments: [First and Last Name of Candidate]’s CV, publications list, and Statement of Research
Ernest Orlando Lawrence Berkeley National Laboratory | One Cyclotron Road

Berkeley, California 94720 | Tel: 510.486-6581 | Fax: 510.486-7768 | Email: MDAlper@lbl.gpv
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