
Date

CONFIDENTIAL

Candidate
Candidate’s Correspondence Address

Dear Salutation

Re:  Referee Reports Initiated by Applicants

Under the Procedures for Promotion associated with Policy HR 26.3, Promotion to Level (enter level)., it is the responsibility of the applicant to seek reports from their referees.  These references should be forwarded directly to the Promotions Committee, C/- The Executive Officer.  All referee reports were due by (enter date).

To date I have not received any referee reports from the following:

(Name of Referee)

I would appreciate you contacting urgently the above named and request that the reference be forwarded as quickly as possible.  References can be sent to me, at (enter your postal address)., however it may be more convenient for your referee to use the confidential fax number (08) 8302 ………. or email …………………@unisa.edu.au.

Yours sincerely

(Insert name of Executive Officer)

Executive Officer


























































Put your School, Unit, Division name etc here (School of XXXX)


Adelaide


South Australia 5000





GPO Box 2471


Adelaide


South Australia 5001


Australia





t: +61 8 8302 XXXX


f: +61 8 8302 XXXX


e: xxx.xxx@unisa.edu.au
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