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Date
Name and address block
Re:
Name of person being hired/promoted
Dear Name:

Dr. Name is under consideration for a position/promotion as a position title in the group of the division name Division at Lawrence Berkeley National Laboratory. I am writing you to solicit your opinion about his/her qualifications for this position. 
[Select the relevant section below, and delete the rest.]
-----------------

The Research Scientist is a career-track, entry-level position for professionals with broad knowledge in a field of specialization.

The Research Scientist is a career position for professionals with broad knowledge in a field of specialization. Assigned work is predominantly intellectual and varied and requires professional judgment and decision-making. Research Scientists may supervise technical staff and be responsible for laboratory or facility operations but will not typically have principal investigator status. 
The Staff Scientist is a career-track/career position for professionals with competence and skills in specialized areas of research and development relating to the programmatic needs of the Laboratory. Employees at this level serve as the scientific leader of a 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. 
The Divisional Fellow is a career-track position for an individual with outstanding promise and creative ability in a field of scientific endeavor conducted by a Division. The appointment provides the research and development support needed to enable the Fellow to join an existing group or to create an independent program consistent with the goals and capabilities of the Division. Divisional Fellows are considered for promotion to Senior Scientist, LBNL’s top scientific leadership classification, at the end of five years. 
-------------------
This position is responsible for brief position summary.

I would appreciate if you would take the time to write a letter giving your candid assessment of Dr. Name.

[Select the relevant section below, and delete the rest.]
-----------------
[Research Scientist] 
Please address the following criteria in your assessment.
· Demonstrated ability to carry out creative research within an established framework;

· Broad knowledge in a field of specialization

· Record of publications (please provide a comparison with his/her contemporaries if possible);


· Experience assisting in preparing funding proposals;

· Demonstrated ability to present findings at seminars and conferences; and
· Demonstrated ability to collaborate with and/or lead others in projects.
[Staff Scientist] 
Please address the following criteria in your assessment
· Ability to develop and lead an independent research program;

· Record of research and publications (please provide a comparison with his/her contemporaries if possible);
· Level of innovation, impact, and originality in the form of new ideas, research approaches, techniques, instruments, or discoveries. When possible please differentiate Dr. Name’s research accomplishments from those of his/her collaborators;

· Recognition internationally with influence in his/her field of research;

· Record of successful proposal preparation and obtaining funding; and
· Demonstrated ability to collaborate with and/or lead others in projects.
[Divisional Fellow] 
Please address the following criteria in your assessment. 
· Ability to develop and lead an independent research program;

· Potential to become an international leader with major influence in his/her field of research;

· Record of research and publications (please provide a comparison with his/her contemporaries if possible);


· Level of innovation, impact, and originality in the form of new ideas, research approaches, techniques, instruments, or discoveries. When possible please differentiate Dr. Name’s research accomplishments from those of his/her collaborators;

· Record of successful proposal preparation and obtaining funding; and

· Demonstrated ability to collaborate with and/or lead others in projects.
-------------------
Please also describe your professional relationship to Dr. Name.

We are trying to expedite the consideration of Dr. Name’s candidacy for the position. I have attached Dr. Name’s CV 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 e-mail, with a carbon copy to HR staff name at e-mail. 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,

Name

Title

Division
Attachments:  Candidate CV
Letter of Solicitation for Reference Letters
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