Date
Strictly Personal & Confidential

Dear     

Re:  
 Applicant name
The above named who is an applicant for the post of Post/in School in this University has nominated you as a referee in support of their application (job advertisement/description enclosed).

I would be grateful if you could send me a confidential report on this applicant including your assessment of their suitability from an academic and personal point of view.  May I assure you that your report will be treated in strictest confidence and will not be made available to anybody other than the members of the Assessment Board.

(in advance of interviews write) Interviews are scheduled for Date.  I should be grateful, therefore, if you would let me have your report by Date and, if convenient, by fax to ……. Or e-mail to…….

(After interviews write) I should be grateful, therefore, if you would let me have your report at your earliest convenience, by fax to ……. Or e-mail to…….

Yours sincerely

________________

Please note that University of Galway is subject to the Freedom of Information Acts (1997 and 2003) and Data Protection Acts (1988 and 2003).  Whilst every effort will be made to maintain the confidentiality of references, you should note that information provided by you is liable to be released to the subject of the reference, where a request is made under the above legislation.

