[bookmark: _GoBack]JET PROPULSION LABORATORY		INTEROFFICE MEMORANDUM
	
TO:		Dr. Dan McCleese, Chief Scientist

FROM:		[Advisor Name]
	
SUBJECT:	Request for Reappointment of [Postdoc Program], [Postdoc Name]

DATE:		[date]

Cc: 		Rowena Kloepfer, M/S 180-604, x4-3649
	
This memo requests that Dr. [Postdoc Name] be reappointed to the [Postdoc program name] at JPL. [brief description of work]

Justification for Third Year Appointment
[describe how the third year will be for the benefit the postdoc. Indicate how the postdoc will make the transition from the postdoc position to the next phase of his or her career.]

Work completed [previous start date] – [previous end date]

[summary of work completed during last appointment]

Work to be performed [start date] – [end date]

[description of work to be performed]

The reappointment as a [postdoc program name] will be for one year. The stipend rate for the third year is [amount].

Support

Please see “FORMAT 2” form.

Contact Information

[Advisor Name], [M/S], [Phone], [email].                              

Concurrence:

________________________________			________________________
[name]				Date				[name]			Date
Section Manager 						Division Manager

_______________________________			________________________
Office of the Chief Scientist					Date 

