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Interoffice Memorandum
To:
<Employee Name>

From:
<Name>, Division Director or Designee (e.g., Department Head or Supervisor)
Date:
<date>

Re:
Preparation for <Mid-term or Promotional> Review
<Note: This may be sent in memo format or via email. It may be sent by the supervisor.>
As you are aware, <career-track employees are required to have a mid-term review or you are being considered for promotion to a career position>. In preparation for that review, please provide the following documents to me by <date>:

· Updated curriculum vitae;

· Current publications list; and 
· A description of your research progress at LBNL.  Please also include your own self-assessment related to the following areas:

· Progress related to your research goals and objectives

· Areas of strength / accomplishments

· Areas needing further work and development

· Any identified needs for further training, mentoring, or support from me or the Division
<Note: Select appropriate paragraph for mid-term or promotional review.>
The mid-term review process includes an evaluation by <me or your supervisor>, a review by the Division Staff Committee of your progress, and a final review by <Division Director/Designee name>. You will receive a written summary of the outcome of this review.

The promotional review process includes an evaluation by <me or your supervisor>, a review by the Division Staff Committee of your progress, and a final review by <Division Director name>. Promotion to the level of career Staff Scientist / Senior Scientist also includes review by the Laboratory Director / Laboratory Staff Committee and Laboratory Director.  You will be notified of the outcome of this review.
If you have any questions about this process, please do not hesitate to contact me.
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