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Interoffice Memorandum
To:
<Employee Name>

From:
<Name>, Division Director
Date:
<date>

Re:
Mid-term Review Summary
Upon the recommendation of your supervisor and with the concurrence of the Division Staff Committee, I am pleased to inform you that your mid-term evaluation was successful.
<Outline areas of strength and areas needing further work and development. If prospects for promotion are “good”, the summary will obviously be mostly positive. If “fair”, the summary will likely be more balanced between strengths and areas needing further improvement. If “poor” and the appointment is going to be renewed, the summary should include strengths but also focus specifically on what areas need further work and development.>
Or
Following review of the mid-term evaluation that was prepared by your supervisor and reviewed by the Division Staff Committee, I regret to inform you that your appointment at the Laboratory will not be renewed beyond its current end date.
<Outline areas of strength (if any) and deficiencies (e.g., areas needing further work and development).>
I wish you success in your future endeavors.
c:
Supervisor

Other Division management as appropriate(e.g., Department Head)
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