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 Divisional Fellow Promotion Process 

Request for Supporting Documents
Date (spelled out)
To:
Candidate’s First and Last Name 
From:
First and Last Name of Responsible Manager
Re:
Preparation for Promotional Review 
As you are aware, you are being considered for promotion to a Divisional Fellow position. In preparation for that review, please complete and provide the following documents to me by date (spelled out).  
· Updated curriculum vitae
· Current publications list
· Description of Research (template attached)
The promotional review process includes an evaluation by First and Last Name of Responsible Manager, and a review by the Division Staff Committee, Division Director, Associate Lab Director, and Deputy Lab Director. You will be notified of the outcome at the end of this review.
If you have any questions about this process, please do not hesitate to contact me at email address or by phone at phone number.

1 of 1 
Date Created: June 3, 2016

