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Office of Court Administration


David Slayton
Administrative Director
TO:

David Slayton, Administrative Director
FROM:
Manager/Director Name, Title
RE:


Recommendation to Hire


Employee Name: _______________________


Employee Classified Title/ Functional Title: ___________________


Classified Number and Salary Group:   (for example,  0513 B/9)
DATE:
Date
The purpose of this memorandum is to inform you that the interview process for the position of Functional Title is concluded.  A total of # applications were received and # applicants were interviewed for this position.  # interviewees were veterans.  I am recommending ________________for employment in this position.  There is a consensus on this recommendation among the members of the interview panel, which was composed of Name, Name and me.  Following is a summary of Ms./ Mr. Employee Last Name's qualifications and other credentials which make her/him the best candidate for the position: ______________________________________________________ ______________________________________________________________________________ _____________________________________________________________________________.

For the purpose of validating this information through references of previous employers, I have contacted the following individuals: ________________________________________________.  Their comments were __________________________________________________________.
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