DATE
Student Name

Address

RE: Candidate’s Name

Dear Dr. [STUDENT REFERENCE],
Dr. [FNAME][LNAME] is being considered for [APPOINTMENT/PROMOTION] in the Department of [DEPT] at the University of Southern California, Keck School of Medicine.  In connection with this promotion, it is important to have information on quality of teaching from peers and students who are familiar with Dr. [LNAME]’s teaching ability and accomplishments.  In this regard, we would be most grateful if you would send us an appraisal of your interactions with Dr. [LNAME]. We know your response to this request will require some of your time, please accept our thanks and appreciation in advance.

Sincerely yours,
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