

JET PROPULSION LABORATORY		INTEROFFICE MEMORANDUM
									[Today’s Date]



TO:		Daniel McCleese, Chief Scientist

FROM: 	[Advisor name]

SUBJECT: 	Request for appointment of [postdoc program name]

Cc: 		Rowena Kloepfer, M/S 180-604, x4-3649


This memo requests that Dr. [candidate’s name] be appointed [postdoc program name] at JPL for one year, with the possibility of renewal for a second year, starting  [proposed start date]. The work planned is [brief statement].

Work to be performed

[1st paragraph - detailed description of the work to be performed.]

[2nd paragraph – describe qualifications of the postdoc.]

[Last line - state where the post doc will be located.]


Recruitment Effort

[A rationale for selecting this applicant]

Resumes of other final candidates that were considered are included. There were [number] applications received and [number] candidates interviewed. An advertisement was placed on the following [#] of sites or magazine:

[State here where the ad was posted] 

Contact Information

[The advisor’s name, MS, phone, and email address]

Support

The proposed salary is [$52,000.00/yr is base + $1,560 for each year past PhD]. JPL HR will cover any relocation costs. The support for the position will be provided by the following task:


APPROVALS:



________________________				_______________________
[Name] 		Date					[Name] 		Date
Manager, Section (number)					Manager, Division (number)



________________________				_______________________
Postdoctoral Office						Date



________________________				_______________________
Office of the Chief Scientist					Date




Attachments

1. Postdoc’s CV
2. Advisor’s list of publications
3. Resumes of other final candidates
4. Copy of job advertisement


