



SAMPLE MEMO
PROFESSIONAL EXEMPT NOMINEES OF THE COLLEGE PRESIDENT'S EXCELLENCE AWARD

DATE

MEMORANDUM 

TO:
Nominated Professional Employee
FROM:
Area Head
SUBJECT:
200X COLLEGE PRESIDENT'S PROFESSIONAL EXEMPT EMPLOYEE EXCELLENCE AWARD NOMINATION

Your supervisor nominated you last August to receive the College President's Excellence Award. Unfortunately, you were not recommended to be a recipient of this award. However, your nomination represents recognition of your hard work, caring attitude and commitment to the College.

On behalf of the campus (district area), I congratulate you on being nominated for this award and encourage you to continue to strive excellence in your work. I wish you success in your future professional endeavors.

