· SAMPLE –
Memo of Strengths and Weaknesses

To:		Dean & Director of Affirmative Action
From:		Search Committee Chair
Date:		
Re: 		Name position Search – memo of strengths/weaknesses

The search committee for the xxxxxxxxxxxx  position in the Department of xxxxxxxxxxxxxxxxx has reviewed the applications for this search. The list below identifies the three candidates the committee has identified as Best Qualified “A-List” candidates for on-campus interview and the top Well Qualified candidates “B-List” (listed alphabetically). 
Best Qualified “A-List”:

Name of Candidate #1
Strengths: 
·     
·   
·   
· 
Weaknesses 
·       
·    
Name of Candidate #2
Strengths: 
·   
·   
·   
·   
Weaknesses 
·   
·   
Name of Candidate #3
Strengths: 
·   
·   
· 
Weaknesses 
·   
·   
Well-Qualified “B-List”:
Name of Candidate #1
Strengths: 
·     
·   
·   
· 
Weaknesses 
·       
·    
Name of Candidate #2
Strengths: 
·   
·   
·   
·   
Weaknesses 
·   
·   
Name of Candidate #3
Strengths: 
·   
·   
· 
Weaknesses 
·   
·   

