


























DEPARTMENT OF THE ARMY 

US ARMY INSTALLATION MANAGEMENT COMMAND 

HEADQUARTERS, US ARMY GARRISON FORT SILL 
462 HAMILTON ROAD, SUITE 120 

FORT SILL OK 73503-1340 

OFFICE SYMBOL (690-300d) (DATE) 

MEMORANDUM FOR Approval Official (OFFICE SYMBOL), 123 Everywhere Road, 
Suite 456, Fort Sill, OK 73503-1340 

SUBJECT: Recommended Selection of [Position Title, Location] 

1. Purpose: To provide recruitment results and recommended selection for subject
position based on screening criteria used by an evaluation panel, references, and
interviews. This position was advertised on USAJobs from [Announcement advertised
period] A total of [XX] applicants were referred by the Civilian Personnel Advisory
Center for consideration.

2. The resume review panel members were: [Names], the interview panel members
were: [Names], and the equal employment opportunity representative who advised the
panels was: [Names].

3. After a review of the resumes, there were [XX] applicants who were identified for an

interview: [Names of candidates. If a candidate declined the interview or further
consideration].

4. Upon conclusion of the interviews, the panel members discussed and compared
qualifications based on resume interviews, leadership skills, experience, expertise,
attitude, and personal strengths. A final tally of the candidate's aggregate score from the
interviews yielded the following as the top three scoring candidates: [Name of
candidates]. The panel members concurred that these three had the full range of
qualifications to succeed if selected for the [Position title] position.

5. I contacted the candidates' supervisors for their opinions on each candidate's ability
to succeed as the [Position title]. Our discussion focused on leadership style,
communication skills, performance, flexibility, and ability to successfully execute the
core competencies for the position [**Change competencies as appropriate** Leading
People, Leading Change, Business Driven Results, and Building Coalitions and
Partnerships]. Based on my discussions, I recommend the following candidates:

a. Primary selection: [Top candidate and merit-based reason for selection].

b. Alternate selection: [Second top candidate and merit-based reason for alternate
selection]. 
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