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	Memorandum



	To:
	Members of the Promotion Committee – Promotion to ………

	From:
	Executive Officer to the Promotions Committee

	Date:
	Type here

	Subject:
	Confirmation of Meeting Date

	
	

	
	


Please find enclosed information and applications relating to the Promotion to Level …………………..  The Committee will meeting on …………………… at ………….., in ……………...  A light lunch will be provided.

The folder containing your applications also contains:

· Membership of committee

· Policies and Procedures for Promotion 

· Equal Opportunity Information for Members on Academic Promotion Panels

· Equal Opportunity Information for Applicants applying for Academic Promotion

· Guidelines for Academic Staff applying for Promotion

· Minimum Standards for Academic Levels (MSAL) (Academic and Research Only)

· Criteria grid - Promotion to Research ……..

· Applications for Research 

· Criteria grid - Promotion to Level …..

· Applications for Promotion to Level …….

· List of outstanding referee reports and confidential reports

· Referee reports

· Confidential report

Outstanding referee reports and confidential reports will be forwarded to you as soon as possible once they have been received.

If you have any questions regarding this process please do not hesitate to contact me on extension ……..

EXECUTIVE OFFICER
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