Dear External Examiner,

Letter of Appointment

I am writing to thank you for agreeing to act as an External Examiner for the:

Examination in SUBJECT for the degree of Master of Philosophy

and to provide you with some information in relation to the examination process. The University is very grateful for your time and efforts and appreciates the commitment involved.

Your appointment has been approved by the Degree Committee for the Faculty of X.  Please confirm your acceptance of the terms and conditions set out in this letter by signing and returning the Letter of Acceptance to the above address OR OTHER MORE CONVENIENT PROCEDURE FOR DEGREE COMMITTEE.  

Please note the following terms and conditions.  You will be expected to:

· pay due care and attention to the guidance of the Degree Committee (enclosed) in the fulfilment of your duties.

· attend the final meeting of Examiners at which marks are agreed and/or the class-list is signed. A dispensation from attendance at the final meeting may be granted by the Degree Committee but only in unforeseen and exceptional circumstances. 
· comply with any policies of confidentiality and data protection provided to you by the Chair of Examiners/Senior Examiner for the examinations to which you have been appointed. These will have been approved by the Degree Committee and may include an Examinations Data Retention Policy and policies relating to the setting of questions and papers under conditions of strictest security.

· submit a written report on the examination(s) to the Vice-Chancellor along with the following Report Coversheet: 

http://www.admin.cam.ac.uk/offices/education/examiners/eecoversheet.doc
Reports should be addressed to: The Vice-Chancellor, University of Cambridge, The Old Schools, Cambridge CB2 1TN Or to: vcexternalexaminers@admin.cam.ac.uk
Please note that payment of your fee is conditional on receipt of your report which should be submitted by 1 October.  Application forms for fees and expenses can be downloaded from:
http://www.admin.cam.ac.uk/students/studentregistry/staff/exams/dc/forms/fees.html
Claims for payment will be attended to through the appropriate Chair of Examiners or Senior Examiner, who is responsible for submitting the claim on your behalf.  

· note that the University will process personal information about you for the purpose of carrying out its internal examination processing. The University may publish your name and home institution in the University’s Reporter. In accepting the appointment, you give your consent to such processing, storage, use and publication.

I draw your attention to the following documentation on: http://www.admin.cam.ac.uk/offices/education/examiners/index.html:
*  Guide to External Examiners:  MPhil Degree;
*  The General Board's guidance for External Examiners;
* The Report Coversheet;

Please also take note of the information enclosed in this letter:

* A letter of Acceptance;
* Copies of recent External Examiners’ reports and any responses 
* Details of any agreed additional or different duties for External Examiners;
* A timetable for the examination process, including dates of Examiners’ meetings;
* Details about the course and the examination, including the regulations and any recent changes to the conduct of the examination;
* Information on marking schemes and classing conventions.
Please address any queries to your Chairman/Senior Examiner. Their contact details are included below. Thank you very much in advance for your help.
Yours sincerely,

Degree Committee Secretary for the Faculty of X
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