APPENDIX I
Sample Thank-you Letter for Submissions

Suitable for post or email  - will usually come from the Secretary.
<<date>>
<<name>>

<<address>>
Dear <<name>>
REVIEW  OF  THE  DEPARTMENT  OF  <<Department name>>
Thank you for your submission to the Panel that is reviewing the Department of <<Department name>>, University of Otago.

The Panel is very grateful to you for your time and effort in submitting comments.  The information you have provided will be helpful to the Panel in preparing their recommendations.

Yours sincerely

Review Secretary

