APPENDIX H
Sample Letter  
Convenor to annotate as appropriate

(LETTER  TO  STAKEHOLDER/CLOSE ASSOCIATE)

<<date>>
<<name>>

<<address>>
Dear <<name>>
REVIEW  OF  THE  <<Review name and date>>
As part of its ongoing programme of Quality Assurance, the University is about to review and report on the quality and adequacy of the <<dept>>.  The Department gave us your name as someone who may be interested in the review, as a research partner/alumni/employer.   On behalf of the Review Panel, I invite you to comment on any matter which you feel to be important or relevant to the Review.  The Terms of Reference are attached and you might wish to reflect in particular on the following paragraphs from the Terms of Reference: 

 <<add appropriate detail in consultation with the Convenor>>.

Members of the Panel are <<list names and functions>>
The Review Panel may also like to meet/speak with you.  The Secretary to the Review Panel, <<name>>, will contact you if this is required. 
Written submissions should be sent to the Review Secretary <<contact details>>, by email (PDF preferred) or by post to <<your address>>.  Envelopes and emails should be marked “CONFIDENTIAL: Submission for the University of Otago <<review>>”.  Alternatively, you may email your submission to <<secretary’s email address>>.  The Panel will treat your submission in the strictest confidence. Written submissions to be received no later than <<date>>.
You can find out more about the University’s review process at www.otago.ac.nz/quality.   If you require further information on any matter pertaining to the Review please do not hesitate to contact me or the Review Secretary.

Yours sincerely

<<Convenor’s name>>
Convenor of the Review Panel

