APPENDIX J
Sample email confirming meeting time

REVIEW  OF  THE  UNIVERSITY  OF  OTAGO 

<<NAME  OF  DEPARTMENT / PROGRAMME>>

This is to confirm that your meeting time with the <<Name of Review>> Review Panel is on:

<<Day>>, <<Date [day/month/year]>> 

<<Time>>

The venue is the <<venue + directions to venue as appropriate>>.
On your arrival, please take a seat outside <<venue>> and you will be invited in.

Attached for your information please find:

· A list of the <<name of Review>> Review Panel members

· The Terms of Reference of the <<name of Review>> Review

(Include directions to venue and waiting area if needed)

Thank you for making yourself available to meet the Review Panel at this time.

If you have any questions please do not hesitate to contact me.  

