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	M E M O R A N D U M

	From: 
	[bookmark: from] 
	To: 
	[bookmark: to]
	Date: 

	Our ref: 
	[bookmark: Text3]     
	Attention: 
	[bookmark: Text4]     

	Your ref: 
	[bookmark: Text5]     
	Through:
	[bookmark: through]Department Director



	Originator: 
	[bookmark: Text7]     
	Subject:
	PROPOSAL FOR SHORT-TERM DEVELOPMENTAL ASSIGNMENT IN (DEPARTMENT) – (DUTY STATION)




(Major office, department) would like to avail of the new policy on Short-term Developmental Assignments in order to propose such an opportunity.

A need has arisen in (department/office) for additional support for a (title) at the (grade).  The terms of reference for this (ad-hoc or advertised delete as necessary) assignment are attached. Requisition [requisition number] was published in Stellis in order to open this opportunity to staff globally [delete if this is an ad hoc assignment].

(Receiving manager name/title) has had preliminary discussions on this matter with (selected staff member’s name)’s supervisor, (supervisor name).

The first-level [name here] and second-level supervisor’s [name here] agreement have been obtained. (Staff member’s name) has confirmed their interest in this developmental opportunity.

The outcome of these discussions would be to release (Staff member’s name) on a (add percentage)% basis for an initial period of XXX months, (which could further be extended up to a total of six months, subject to your approval, delete if STDA is already 6 months).  

We would very much appreciate your support on this request.



Name of receiving ADG/HWO/RD

Encls: As stated

Cc: 
HRT/TAM 
HR Business Partner
HR Manager of the releasing unit (RO/CO)/Management Officer of the releasing cluster (HQ)
First + Second level supervisor
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