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MEMORANDUM										[insert date]

TO:		Mr. Glenn Hegar
		Chancellor

THROUGH:	Dr. Robert H. Bishop
Vice Chancellor for Engineering, The Texas A&M University System
Dean of Engineering, Texas A&M University
Director, Texas A&M Engineering Experiment Station

FROM:	Mr. David Coatney
		Director, Texas A&M Engineering Extension Service

SUBJECT:	Approve Appointment of [insert position title]

[bookmark: _Hlk209682981]* * * PLEASE KEEP THIS MEMO TO ONE PAGE. DO NOT MODIFY THE HEADER OR FOOTER; THE SIGNATURE FIELDS ARE PRECISELY POSITIONED FOR THE AUTOMATED WORKFLOW. AFTER REPLACING ALL RED PLACEHOLDER TEXT, CHANGE ALL TEXT TO BLACK AND DELETE THIS INSTRUCTION. * * *

[bookmark: _Hlk209683018][Mr./Ms./Dr. Appointee’s Full Name] is recommended for the position of [insert position title] at Texas A&M Engineering Extension Service.  Please type 1-2 small paragraphs to support this appointment (ensuring memo remains a single page). 

[bookmark: _Hlk209426348][Mr./Ms./Dr. Appointee’s Last Name]’s appointment is effective [insert proposed effective date] at a salary of [insert proposed salary].

[Mr./Ms./Dr. Appointee’s Full Name]:
[Insert educational background]

Appointment: 
In accordance with System Policy 1.03, Section [insert corresponding section number: “2.6” for regular appointments of vice-president, dean, deputy or associate director or “2.8” for interim appointments of vice-president, provost or deputy, associate, or assistant provost, dean, deputy or associate director], I approve the appointment of [Name of Appointee] to the position of [insert position title] at Texas A&M Engineering Extension Service.

	Approval Recommended
	
	Approved for Legal Sufficiency
	
	Approved

	
	
	
	
	

	James R. Hallmark, Ph.D.
Vice Chancellor for Academic Affairs
	
	Andrea Pereira
Deputy General Counsel
	
	Glenn Hegar
Chancellor
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	Date
	
	Date
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