MEMO  (sample)


TO:		Supervisor / Manager

FROM:		Linda Bookman, Section Chief  (and Hiring personnel)
		Bureau of Research, DHS

DATE:		March 14, 2013

RE:		Your employee’s assistance as interview panel member 



We would like to request the services of Hector Ramirez  to serve on our interview panel during the dates of April 23 – 25, 2013 to assist us in our hiring efforts to fill the following position:  Program and Planning Analyst.

Hector Ramirez has shown himself to be a very capable employee with good insight, experience and good standing with the Department of Workforce Development.
[bookmark: _GoBack]We think Hector has the potential to make a significant contribution in our hiring efforts, and would serve the double purpose of balancing our panels, as highly suggested in the Wisconsin HR Handbook section on interviews.  

May we have the services of Hector Ramirez for the time frame listed above?  Thank you very much!


Linda Bookman, Section Chief, Bureau of Research, DHS
