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Interoffice Memorandum
To:
<Name>, Division Director

From:
<Name>, Division Staff Committee Chair

Date:
<date>

Re:
Evaluation of <Dr. Name> for Proposed Promotion to the Level of <New Job Title>
The ___ Division Staff Committee has reviewed the supervisor’s promotional assessment and accompanying material for <Dr. Name> and <concur or do not concur> with <his/her> evaluation that <Dr. Name> <should be or should not be> promoted to the level of <new Job Title>. Please reference the attached assessment (and attachments) for details.
For recommendations in support of promotion:  We strongly recommend that <Dr. Name> be promoted.  <Include justification for promotion with brief highlights from ‑ supervisor’s promotional assessment, employee description of LBNL research, and letters of reference.>

For recommendations for non-promotion: Describe reasons for recommending non-promotion and termination of the appointment.
Recommendation:

I have reviewed the Division Staff Committee’s (DSC) evaluation. 
____ I concur with the DSC’s evaluation and approve the promotion as recommended.
____ I concur with the DSC’s evaluation and approve termination of the appointment.

____ I do not concur with the DSC’s evaluation.
___________________________________________________
______________

<Type Division Director Name here>




Date

<Type Division Name here>

Attachments:

Supervisor’s promotional assessment

Current curriculum vitae 
Current publications list
Employee’s statement of research progress

Current position description

Sample reference solicitation letter

Statement of referees’ affiliation

Letters of reference
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