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Interoffice Memorandum
To:
Graham Fleming, Deputy Director

From:
<Name>, Division Director

Date:
<date>

Re:
Recommendation for the <Appointment or Promotion> of <Dr. Name> — <Job Title> 

I am enclosing for your review and approval, the <division name>’s recommendation for <appointment or promotion> of <Dr. Name> to the position of <job title>. A suitable search has been conducted as part of this process.
<Statement or brief description of how the position fits within the Division’s strategic plan (i.e., the role and importance to the Division or program’s mission.)>
If you have any questions, please do not hesitate to contact me (xXXXX).

Approval

I have reviewed the Division’s assessment and recommendation.
____ I approve the recommendation.

____ I do not approve the recommendation.
____________________________________________
_____________________

Deputy Director Signature
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