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CONFIDENTIAL	
	
	


Address



Dear 

I am writing to ask you to provide comments on *applicants name* who is applying for promotion to the status of *******.  A copy of their application is enclosed.

In considering applications for promotion it is University policy to consult referees, and you have been named as a referee from whom we may seek advice.

We would appreciate it if you would provide a fair and frank assessment of the applicant’s suitability for promotion. 

Please note that referee reports are confidential to the Promotions Committee or staff involved in the assessment of the case for promotion.  Copies are given only to members of the Promotions Committee; and all papers associated with the committee are collected and destroyed when the Committee’s business is completed.  One copy is kept on the applicant’s file.

In the interests of efficiency, please send your reply by e-mail to: lisa.vanruth@adelaide.edu.au, or fax (618) 8303 4353 or by mail, no later than 20th July 2012.

Please accept my thanks in advance for your assistance in this matter. 

Yours sincerely

The University of Adelaide, Academic Promotions
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