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Interoffice Memorandum
To:
<Name>, Division Staff Committee
From:
<Name>, Search Committee Chair

Date:
<date>

Re:
Name of Position Being Searched
The ___ Search Committee has completed the search for <position title> and recommends <Dr. Name> for <appointment or promotion> to the position.

Search Committee Members

Name, Organization, Position

Name, Organization, Position

Candidate Education and Work Experience
<describe (in brief) the candidate’s education and work experience; list format acceptable>

Research Interests
<describe candidate’s research interests – abstract of information provided by the candidate>

The fact that <Dr. Name> has made strong progress in this area of research is well documented in the letters of recommendation:

Referee Name (Institution, location) writes:

<brief summary of key points from letter>

Referee Name (Institution, location) writes:

<brief summary of key points from letter>

Referee Name (Institution, location) writes:

<brief summary of key points from letter>

Summary of Suitable Search

Sample format to describe suitability of search: The position was advertised on the Laboratory’s Jobs Page, on __ external web sites (<list here, including diversity sites and describe value of source if not obvious>), and in print journals <list here>). <Describe networking efforts. For example, the Division identified __ professionals in this field. The Search Committee contacted these professionals and requested the names of those who might be qualified for the position. The committee then followed up with these individuals to generate the initial list of possible candidates. Special attention was paid to ensure that women and minorities were included.> As a result of this process, we identified __ applicants who were minimally qualified. Of these, __ were phone screened, and __ were interviewed. <leave out the following if not correct>: The applicant pool was broad and diverse.
Summary
<Dr. Name> has …. <summary of case>.

We strongly recommend that <Dr. Name> be appointed as a <position>. In support of this recommendation, attached please find a <Dr. Name’s> curriculum vitae, publications list, posting from the Laboratory Jobs Page, sample reference solicitation letter, statement of referees’ affiliation, and letters of reference.
Attachments:

Curriculum vitae
Publications list

Position description

Posting from the Laboratory Jobs Page

Sample reference solicitation letter

Statement of referees’ affiliation

Letters of reference
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