SAMPLE 220-1
Memo to Management—Networking Approach

Date:

To: 
Engineering Management 

From:
E.G. Roberts, Director, Human Resources
Subject:  Networking Approach 

As you are aware, we have several openings within the Engineering Department that are vital to our success in meeting our business goals and objectives for this year.  These positions must be filled in a very expedient manner in order to meet our tight product delivery schedules.

In our management meeting held last week, I mentioned that we are competing in a tight labor market for top quality personnel to bring into our organization.  I have also mentioned to each of you in the past that recruiting is not just the responsibility of the Human Resources (HR).  Our management team shares the responsibility to find qualified candidates.  

While we are pursuing several different sourcing strategies to fill these critical job openings, HR is asking each of you to assist in the recruiting activity.

One of the best recruiting techniques for hiring qualified workers has always been the networking approach.  At this time, you can help the company by referring candidates to HR.  

For your convenience, please find attached the position specifications for software and electrical engineers. You may also find these positions posted in the break room. 

I thank you in advance for your time and assistance in helping us build for our future.
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