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Interoffice Memorandum
To:
<Name>, Division Staff Committee
From:
<Name>, Title
Date:
<date>

Re:
Mid-term Evaluation of <Dr. Name> — <Job Title> 

I have completed my mid-term review and recommend that the appointment of <Dr. Name> <continue> <not be renewed>.
Consider including the following in the mid-term evaluation: 

Brief description of research progress (excerpted from employee assessment and supervisor observations) and skills/competencies in that area. 

Areas for future training/development, specific mentoring (including person responsible for mentoring), leadership of science and/or people (Staff Scientist & Divisional Fellow levels only), grant management, collaboration, negotiation, supervisory/management skills.

Statement or brief description of how the position fits within the Division or program’s mission.)
If the scientist has deficiencies that might prevent him/her from being promoted, describe (including suggested training/development/remediation).

If the scientist has deficiencies that are resulting in recommendation for non-renewal, describe.

In summary, my assessment of <Dr. Name’s> prospects for promotion are <good, fair, poor>. If you have questions or need additional information, please do not hesitate to contact me at x____. 
Attachments: 

Employee description of LBNL research

Current curriculum vitae and publications list

Current position description

Supervisor’s Mid-term Evaluation Summary to Division Staff Committee








