    INITIAL APPOINTMENT
TEMPLATE TO SOLICIT REFERENCE LETTERS

Prepared by the Candidate’s Referee


Current Date

Dr [Name of referee]

[Address of referee]


Dear Dr [Name]:

Dr XXX is currently applying for a faculty appointment in the Department of Family and Community Medicine. I would greatly appreciate your assistance in this matter.

The Department Appointments Committee would like to have your frank, confidential opinion of your working relationship with Dr XXX.

In order that the Department Appointments Committee may meet internal deadlines on this matter, I should be most grateful if I could have your response by [date]. Please send an original copy of your letter of reference to:

Dr. [Chief]

[Hospital Site]

[Address]

Or by email: [Email]

Kindly note I have attached a reference letter template for guidance.

I realize this request is only one of the many demands on your time, and I thank you in advance for your help.

Sincerely,

< Signature>

Dr. [Name]*
Chief, Department of Family Medicine

[Site]

* Please ensure Full Signature and Academic Title Block is provided
Please delete the above text before sending to Referee








