17 July 2012
PRIVATE & CONFIDENTIAL

<NAME>
<ADDRESS>
<ADDRESS>
<ADDRESS>
Dear 

Re: Candidate Name/Job Title /Job Reference

Your name has been given as a referee by the above candidate for an appointment in (INSERT DEPT), the details of which are enclosed.

I should be pleased if you would let me have your views on the candidate's suitability for the appointment, together with any other factors you feel may be relevant.  In order to speed up the recruitment process, I would be grateful if you could either fax or email your reply to me as a matter of urgency.

The Data Protection Act (1998) permits the person for whom this reference is provided to request sight of your comments.  The Act does, however, allow the recipients of references to withhold information that reveals the identity of the author of the reference if the author withholds consent to full disclosure of the reference.  In the event of the subject of this reference making a request for its release, the University of Leeds will attempt to contact you to seek consent for full disclosure.   In the absence of consent, your name, address, letter heading and any text directly alluding to your identity will be removed.   We cannot, however, guarantee that your identity will not be inferred; if you are concerned about your identity being revealed you may wish to take steps to minimise information from which inferences about your identity might be drawn.

Fax:

Email:

I should like to thank you in advance for your assistance in this matter.

Yours sincerely

(NAME)

(DEPARTMENT)

