LETTER OF REFERENCE/RECOMMENDATION
(may be used for clinical and academic recruitment)

[Date]

Dr. [first name] [surname]

Department of [Department name if appropriate]

Address 1

Address 2

Dear Dr. [University Department Head]:
I am pleased to recommend Dr. [Name] for an appointment to the Department of [name of Department], Faculty of Medicine, University of Calgary.

· Introduce yourself and how you know the candidate

· Briefly state your own qualifications

· Introduce the candidate, how you know them, how long you have known them

· Indicate if you have read the Candidate’s CV

· Summarize the Candidate’s work and its context
· Provide the extent to which the Candidate’s work has influenced the field or the work of others

· Give meaningful examples of achievements

· Provide details of the Candidate’s abilities

· Discuss clinical skills, research strength, teaching ability, management experience, leadership and administrative skills, motivation and commitment, oral and written communication skills, teamwork skills and collegiality
· Discuss the Candidate’s potential and suitability
· Address the requirements of the position, especially the most important skills and personality traits needed to be successful in the position

Sincerely,

<Signature>

[Name] [Credentials]

