DPTAC letters are incredibly important documents in the tenure, promotion, and post-tenure review process, particularly when used in a formative manner. Faculty use DPTAC letters as guideposts for unit and departmental expectations that also align with professional standards for R2 institutions and accrediting body guidelines (if applicable). Upper-level administrators consider the letters as part of their faculty assessment, and a detailed letter can ensure clarity for the variety of fields and workloads across campus units.

[DPTAC LETTER TEMPLATE—letter is typically 1-2 pages in length and on SHSU letterhead]

<Date>

<Candidate Name>
[bookmark: _Hlk25049464]<Annual Probationary Review, Third-Year Review, Review of Tenure and Promotion, Review of Promotion>

Dear <Candidate Name>,
As chair of the DPTAC in the <Department Name> at Sam Houston State University (SHSU), this letter provides a summary of the DPTAC’s evaluation of your performance and has been approved by all members of the DPTAC.
Teaching

[Strengths and weaknesses with respect to the evaluation being conducted.]

Anyone can read IDEA scores, and they will be included in any review material, so more qualitative measures in teaching will be useful for showing a complete picture of your colleague’s approach to teaching. Consider some metrics that reflect innovations in course development, applications, assignments, etc. What are a couple specific examples of the faculty member’s course work that the committee can highlight that relate to tenure unit standards and SHSU’s focus on quality teaching? Note any activities that the faculty member has done to improve teaching, like professional development at SHSU or other organizations. If your colleague is a graduate faculty member, a discussion of both undergraduate and graduate teaching is worth talking about.


Scholarly and Creative Activity

[bookmark: _Hlk215761577][bookmark: _Hlk31371725][Strengths and weaknesses with respect to the evaluation being conducted.]

Faculty research and creative output are varied and nuanced, and the DPTAC’s role in the letter can help wider audiences understand appropriate expectations for a specific field. This part of the letter helps upper administration understand the value and pedigree of the faculty member’s work. The DPTAC letter should clarify discipline-specific peer-reviewed material. Peer review covers a lot of ground: co-/single-authored articles, textbooks, edited collections, monographs, curated gallery shows, literary magazines, public performances, etc. Your colleague produces work in their specific field so your letter should translate an understanding of that field, and their success in it, to a broader audience.


Service

[Strengths and weaknesses with respect to the evaluation being conducted.]

Different departments outline expectations for service across a spectrum in their tenure and promotion documents, which can be a useful guide to evaluate what your colleague presents in their review materials. Most units look for a balance of department, college, university, and national level service. Some service carries a heavier commitment, and the Office of the Provost or Faculty Senate can provide DPTACs with descriptions of university committee service loads. Appropriate service expectations should be communicated to faculty, particularly junior tenure-track faculty, by their department chairs. This letter can reflect typical loads across the unit and help the faculty member understand and meet expectations.


Summary

[Describe progress toward tenure and/or vote tally (both as applicable)]

[bookmark: _Hlk27494638]Sincerely, 

[DPTAC chair’s signature]
<DPTAC chair’s name and title>


					

