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Dear Dr XX:

Dr XX is currently a Lecturer in the Department of Family and Community Medicine and is being considered for a promotion to the rank of Assistant Professor. I would greatly appreciate your assistance in this matter.

The Department Appointments Committee would like to have your frank, confidential evaluation of Dr XX’s teaching and scholarly achievements.
In order that the Department Appointments Committee may meet our internal deadline on this matter, I would be most grateful to receive your response by XXXX.  Please send an original copy of your letter to:

Dr XXX or hospital administrator

address
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,

Dr XX
Signature block
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In addition, please forward an electronic copy of your response to Sarah Letovsky, Academic Appointments Coordinator, Department of Family and Community Medicine.  

Submit via email to: dfcm.promotion@utoronto.ca
