DATE
To: 
Dr. No-Hee Park

From: 
NAME, Division Chair
Re: 
Action for Dr. CANDIDATE
I am please to propose Dr. CANDDIATE for a/an ACTION as/to TITLE RANK, STEP, %, in the Section of SECTION, Division of DIVISION, effective DATE.  (State justification for acceleration here, if applicable.)
Background info

Research and Creativity
-Summary and assessment of research and/or creative contributions
Professional Competence and Activity
-Summary and assessment of professional competence and activities.
Assessment

-Complete summary and assessment of candidate.
Recommendation
Re-state opening paragraph.
