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Introduction

This booklet describes the process for hiring Faculty and Professional Staff at ISU (Example A), specifically showing the functions that the Office of Human Resources will provide.  The Office of Human Resources will assist the hiring department with the administrative procedure associated with the recruitment process.

The Hiring Department is encouraged to use the services of the Office of Human Resources.  A representative from the Office of Human Resources and the Affirmative Action Office should be invited to the first search committee meeting.

Effective recruiting helps to assure the University has the best-qualified candidate while following applicable Federal and State employment laws.

Example A

Search Committee Process

Formation of the Search Committee

· The hiring department selects the committee members and the chair.  The number of committee members typically is between 5 and 9 depending on the position.

Decisions to be made

· How the announcement should be prepared.

· Where and how the position should be advertised.

· Whether it would be beneficial to have the Office of Human Resources eliminate all “non-qualified” applicants (those not meeting minimum qualifications), or if they would rather review all applications.

· Where the committee will review incoming applications.

· Applicant rating sheets should be discussed or formulated and may be prepared by the Office of Human Resources upon request.

Advertisement Placement and Receipt of Resumes

· The Office of Human Resources will assist in development of advertisements.

· The Office of Human Resources logs application materials and prepares a file for each applicant.

· A letter of acknowledgement is sent to each applicant, which is accompanied by the Affirmative Action form and a position announcement.

Next Committee Meeting (after approximately 30 days)

· Review of rating sheet and coordination of application review.

Decision to be made

· The number of applicants that will be designated as finalists.  It is recommended that 2 or 3 tiers of finalists be listed.

Next Committee Meeting (as soon as possible after review of applications)
· Primary purpose to discuss finalists.  Goal is not to select the “top” applicant but to select the “top tier” of applicants.

Decisions to be made

· Determine reference questions that will be used for all finalists.

· Whether it is appropriate for the Office of Human Resources to send “regret” letters to “non-finalists”.

Verification of Finalists

· Committee chair usually calls top tier of finalists informing them of their status and the salary range.  If still interested, permission to contact references should be obtained.

Reference Checks

· Committee members call references.  More than one committee member should call a candidate’s references.
After Reference Checks

· Number of finalists should be narrowed.

· At this point the committee chair becomes the primary contact for inquiries from candidates.  All future communications with the finalists will typically come from the chair.

Interviews


Decisions to be made

· Whether to conduct telephone interviews (many finalists) or personal interviews (few finalists).  Committee members should be present for all interviews.  Telephone interviews may be recorded with the candidate’s approval.

· Hiring authority may ask for recommendations from search committee.

· Committee chair sends regret letters to those not selected for the position.
Offer is Extended 

· The Hiring department/authority extends the offer to the top candidate.

· Committee is discharged.

Please note: All materials are to be returned to the Office of Human Resources, including all correspondence.  A detailed file with all materials from the applicant and correspondence from Idaho State University will be kept for each individual.

General Employment Policy*

Employment at Idaho State University is subject to the Contract of Employment (which includes letters of appointment, and/or personnel action forms), the Rules of the State Board of Education, the Governing and Procedures of the State Board of Education, and the policies and procedures of Idaho State University and its offices and departments.  These may be changed, altered or amended as necessary.

Idaho State University is an equal opportunity/affirmative action institution.  It is the policy of Idaho State University to provide equal employment opportunities to applicants and equal benefits to employees without regard to race, color, national origin, religion, sex, age, disability, or veteran’s status in accordance with applicable State and Federal laws.  The University is responsible for evaluating its employment practices to ensure against discrimination.

*Faculty/Staff Handbook

Affirmative Action Form (1-75 & 1a-75)

Completion of the Affirmative Action forms (examples B&C) begins the hiring process.  Questions related to the completion of Affirmative Action Form 1-75 and 1a-75 should be addressed to the Office of Affirmative Action at 3964.

Example B

I.S.U. PRIVATE 

A.A. FORM 1-75




Issued _________________, 20____

POSITION ANNOUNCEMENT
(To be completed and forwarded in duplicate to the Affirmative Action Office for sign-off prior to advertisement.  One copy will be returned to your files.)

The position listed below represents faculty/staff requirements at Idaho State University beginning __________________ of the 20_____ thru 20_____ academic year(s).

DEPARTMENT & POSITION TITLE -

DEGREE & MINIMUM REQUIREMENTS -

DUTIES -

SALARY -

RANK -

CLOSING DATE OF ANNOUNCEMENT -

RECRUITMENT SOURCES (List all sources to be utilized) -

Submitted by _____________________________, Title __________________________


          ____________________________________



        

Signature


Department of _____________________________________________________

(   ) Approved

(   ) Disapproved  _______________________________________







Dean/Director/Executive Assistant






    __________________________, 20 __________

(   ) Approved
    
(   ) Disapproved  _______________________________________







Affirmative Action Officer






     _________________________, 20 __________

Example C

Equal Opportunity/Affirmative Action Employer

I.S.U.

A.A. Form 1a-75


  Issued ______________________, 20__________

SELECTION CRITERIA

(To be completed and forwarded in duplicate to the Affirmative Action Office simultaneously with A.A. Form 1-75, Position Announcement, for sign-off.  One copy will be returned for your file.  A copy of the approved form shall be sent by your office to each applicant for the position in the same mailing with A.A. Form 2-75, Ethnic Identification.)

The following is a listing of the basic criteria, which will be used in evaluating candidates for the position of _________________________________________ in the Department of  _____________________________________ to be available for the academic year 20 ______ thru 20 ______.  Considerations on individual applicants shall be recorded in A.A. Form 3-75. 

Submitted by  _________________________________, Title _____________________



_________________________________




           Signature



Department of _______________________________________________






    ________________________, 20 ____________

(   ) Approved

(   ) Disapproved  _______________________________________







Dean/Director/Executive Assistant

(   ) Approved

(   ) Disapproved  _______________________________________







Affirmative Action Officer






     ________________________, 20 ___________

Equal Opportunity/Affirmative Action Employer

Position Announcement

The Office of Human Resources will prepare a position announcement from the job description on the A.A. Form 1-75; the position announcement is first written as a draft for review by the hiring department; the final position announcement is formatted and copies are prepared for distribution; an ad is prepared from the announcement, which typically includes (example D).

1. Position:

a. Title

b. Work year

c. Conditions of employment (nine or twelve months, tenure or non-tenure track).

2. Description of duties and responsibilities.

3. Minimum and/or preferred academic and experiential requirements.

4. Salary (commensurate with experience, dollar amount).

5. Application procedures:

a. Materials to submit

b. Person to whom application materials are to be submitted.

c. Dates (to begin screening; continuing until filled).

6. Closing date of search, or open until filled.

7. AA/EOE and Veterans tagline.  All ads will use the following tagline:

a. Idaho State University is an AA/EEO Employer.
b. Veterans are encouraged to apply.

Example D
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IDAHO STATE UNIVERSITY

College of Engineering

Pocatello, Idaho

Position:


Electrical/Computer Engineering Faculty, 9-month contract, tenure-track, beginning January 12, 2003.

Responsibilities:

Teach both undergraduate and graduate courses; assist in computer Science (CS) program; assist in developing an undergraduate program in Computer Engineering; conduct active sponsored research; perform professional service.

Qualifications:

Ph.D. degree in electrical engineering, computer engineering or a closely related field; willingness to obtain an Idaho Professional Engineering (PE) license within three years.  Areas of specialization in microelectronics, digital signal processing, microprocessors, analog and digital electronics and communications are preferred.

Salary:


Commensurate with qualifications.  Competitive benefits package.

Application:


Submit a letter of application, curriculum vitae, statements of teaching and research interests, and a minimum of three current letters of reference to:





Idaho State University 

Office of Human Resources





Electrical/Computer Engineering Search




Campus Box 8107





Pocatello, ID 83209





FAX (208) 282-4976





Email hr@isu.edu

Applications will be reviewed upon receipt, search will continue until position is filled.  For further information about the University and the College of Engineering, visit us on the Internet at 
 or http://www.isu.edu/engineer.  Questions should be addressed to  GOTOBUTTON BM_3_ engineering@isu.edu, or Phone 208-282-2902, FAX (208) 282-4538.

Idaho State University is an AA/EEO Employer.  Veterans are encouraged to apply.
Advertising

The reason for advertising is to make the position openings known to the largest number of potential applicants.

A nationwide search is typically conducted for all permanent, full-time faculty positions and all senior-level administrative positions.  If there are unusual circumstances that warrant another type of search, it will be necessary to discuss that with the Affirmative Action Officer.

For non-classified positions, the salary, term of employment, and nature of the position will determine the recruitment area. Consult with the department head, the Affirmative Action Office, or the Office of Human Resources regarding regional or local advertising.  Emails and web postings are excellent supplements in national advertising; however, departments are encouraged to advertise in a national professional journal at least 30 days before the application deadline.

When advertising for a one-year, temporary, full-time faculty or non-classified position, the department has the option of advertising nationally, statewide or locally.  A temporary hire is the result of: (a) not being able to find a qualified individual in a pool of applicants, (b) an employee terminating or leaving suddenly, (c) or needing a sabbatical replacement.  In the case of a temporary hire for one year, a search will be conducted at the end of that year to fill the permanent position.  An individual who is serving in an interim capacity in a position is entitled to apply for the vacant position.  If there are special circumstances that prevent re-advertising after one year a one-year extension may be granted.  However, the position must be advertised at the end of the second year.  In any instance of a temporary hire, the Affirmative Action Office or Office of Human Resources should be contacted.

Non-classified employees occupying in-line positions may be appointed to the position without conducting an internal search.  To be considered in-line, the employee must be the primary assistant executive or administrator or hold a position is which has been determined in advance to be in-line.  To determine if a position is an in-line position a letter from the director of the department must be sent to the Affirmative Action Office and the Office of Human Resources at the time the position becomes vacant.  At this time it will be determined if this is an in-line position.  All decisions will be made fairly, will protect the rights of all candidates, and will be conducted in the interest of the University.

The Office of Human Resources is able to provide technical assistance concerning advertising and is available to place ads.  Because Idaho State University has a contract with some regional newspapers, contact the Office of Human Resources to take advantage of the lower contract rates.  The Office of Human Resources also may submit ads to University Relations’ Graphic Design Department in order to improve the appearance of ads, and reduce ad size and cost.  The Graphic Design department will charge the hiring departments an initial $20.00 set up fee for the first ad and $5.00 for each additional camera-ready ad.  This service will ultimately improve the appearance of the ad, and save the hiring department advertising dollars.  Contact the Office of Human Resources for further information about this service.

The Office of Human Resources has a contract with HigherEdjobs.com allowing an unlimited number of position announcements to be posted on the site at no cost to hiring departments. Position announcements are posted on the Office of Human Resources’ web page at http://www.isu.edu/departments/humanr; current openings are also listed on the Office of Human Resources job line (208) 282-4100.

Search Committee

The appointing authority selects the chair and committee members.  Typically, the number of committee members is between five and ten but will vary depending on the type of position.

Committee members should reflect the interest various constituencies have in the position selection.  To help ensure a diversity of opinions among committee members, representatives should come from a broad spectrum of areas, i.e., faculty, staff, students, and community.  A guideline is to have at least two members from each of these areas, with the majority of the members typically coming from the area of hire.

The committee distribution also depends on the visibility of the position within the University and community, i.e., a dean, one-half of the members would represent faculty, with two students, two staff, and two to five members from the community.  For a financial director, the majority of the committee members would come from the financial staff, with finance faculty members, and financial community members.

Each committee should have a representative from the Affirmative Action Office and the Office of Human Resources serve as ex officio members.

The committee’s role is to identify the finalists and advise the appointing officer who makes the final selection.

Administrative Process

(Office of Human Resources)
An applicant log is established from the application materials received in the Office of Human Resources.  Applicants are sent an acknowledgement letter or Email (example E), a position announcement, and a copy of the University’s Affirmative Action Form (example F).  A folder for each applicant is retained for all applicant correspondence.

If requested, the Office of Human Resources will develop a draft rating form (example G) using the qualifications shown on the position announcement.  The rating form is useful in the assessment process and provides a degree of reliability in comparing applicants’ qualifications. 

When the finalists have been identified, the Office of Human Resources will send “regret” letters or Emails (example H) to those who are not finalists.

Example E

November 30, 2005
<<FirstLastNm>>
<<Address>>
<<CityStZip>>
Dear <<SalNm>>:

Thank you for expressing an interest in the <<Title>> position in the <<DeptName>> at Idaho State University.  A copy of the position announcement is enclosed which states the qualifications on which all candidates will be rated.  If, after reviewing the position announcement, you would like to submit additional information, you may do so.

The enclosed Ethnic Identification form will be used for statistical purposes only.  Please complete the form, and return it to our Affirmative Action Office.

Enclosed is the Veterans’ Preference Form.  Please fill out the form and submit it to us for consideration.  

We will keep you advised of the status of your application as the search progresses.

Sincerely,

Zoe' Estrella

Human Resource Advisor

Enclosures


Example F

AA FORM 2-75  (REVISED 7-94)

IDAHO STATE UNIVERSITY
PLEASE NOTE:   IDAHO STATE UNIVERSITY ASKS APPLICANTS TO VOLUNTEER THE FOLLOWING INFORMATION FOR OUR AFFIRMATIVE ACTION PROGRAM, THIS INFORMATION IS HELD IN CONFIDENCE BY THE AFFIRMATIVE ACTION OFFICE AND IS NOT ROUTINELY SUPPLIED TO ANY OTHER UNIVERSITY DEPARTMENT.  YOUR COOPERATION IS GREATLY APPRECIATED.

APPLICANT IDENTIFICATION

NAME:                                                                             
DEPARTMENT:      _________________________                                                                                                   

DATE:                                                                             
POSITION:________________________________                                                                                                             
RACE/ETHNIC ORIGINAL   (Check only one) 

_____  
AMERICAN INDIAN/ALASKAN NATIVE      A PERSON HAVING ORIGINS IN ANY OF THE ORIGINAL  PEOPLES OF NORTH AMERICAN AND WHO MAINTAINS CULTURAL IDENTIFICATION THROUGH TRIBAL AFFILIATION OR COMMUNITY RECOGNITION. 
_____
ASIAN/PACIFIC ISLANDER     A PERSON HAVING ORIGINS IN ANY OF THE ORIGINAL PEOPLES OF THE FAR EAST, SOUTHEAST ASIA, THE INDIAN SUB-CONTINENT, OR THE PACIFIC ISLANDS.  THIS AREA INCLUDES, FOR EXAMPLE, CHINA, JAPAN, KOREA, THE PHILIPPINE ISLANDS AND SAMOA.      
          
BLACK    (Not of Hispanic origin) A PERSON HAVING ORIGINS IN ANY OF THE BLACK RACIAL GROUPS OF AFRICA. 
_____
HISPANIC     A PERSON OF MEXICAN, PUERTO RICAN, CUBAN, CENTRAL OR SOUTH AMERICAN OR OTHER SPANISH CULTURE OF ORIGIN, REGARDLESS OF RACE.

_____
WHITE     (Not of Hispanic origin)   A PERSON HAVING ORIGINS IN ANY OF THE ORIGINAL PEOPLES OF EUROPE, NORTH AFRICA, OR THE MIDDLE EAST.  
BIRTHDATE:           /       /       



U.S. CITIZEN_____________________________                                                   
SEX:     MALE               FEMALE            

PERMANENT U.S. RESIDENT______________                    






OTHER___________________________________                                                                

DISABLED:   YES          NO___       
“DISABLED INDIVIDUAL” MEANS ANY PERSON WHO:     (1)  HAS A PHYSICAL OR MENTAL      

   IMPAIRMENT WHICH SUBSTANTIALLY LIMITS ONE OR MORE OF SUCH PERSON’S MAJOR
   LIFE ACTIVITIES;   (2)   HAS A RECORD OF SUCH IMPAIRMENT OR;  (3)   IS REGARDED AS 
   HAVING SUCH IMPAIRMENT.                   
DISABLED VETERAN:  YES___   NO___        
“DISABLED VETERAN” MEANS THAT THE DISABILITY WAS INCURRED IN THE LINE OF 
  DUTY, OR A  DISABILITY RATED AT 30% BY THE VETERANS ADMINISTRATION.
VIETNAM ERA VETERAN:    YES            NO ____                      
RECRUITMENT SOURCE:
PLEASE INDICATE THE NAME OF THE PUBLICATION OR THE LOCATION WHERE YOU SAW THE POSITION NOTICE.  THIS INFORMATION WILL ASSIST ISU IN DETERMINING THE EFFECTIVENESS OF VARIOUS RECRUITMENT EFFORTS.

__________________________________________________________________________________________________________________________________________________________________________________________________

  PLEASE FOLD THIS FORM ALONG INDCIATED LINES, AFFIX POSTAGE AND RETURN.  THANK YOU.
PLEASE RETURN BY MAIL TO:  Equal Opportunity/Affirmative Action,  Campus Box 8315, Idaho State University, Pocatello, Idaho 83209  OR  E-mail it to hahnshei@isu.edu.

Example G
Rating Sheet
	File
	 Applicant Name
	Professional working experience in accounting/budgeting
	Strong analytical skills/ database/ spreadsheet knowledge
	Excellent written communication skills
	Comments 
	Total Points

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Example H 

November 30, 2005
<<FirstLastNm>>
<<Address>>
<<CityStZip>>

Dear <<SalNm>>:

Thank you for applying for the <<Title>> position in the <<DeptName>> at Idaho State University; however, it is necessary to inform you that you were not among the finalists.  

Your interest in Idaho State University is appreciated.  Best wishes in your search for opportunities of further professional development. 

Sincerely,

Zoe' Estrella

Human Resource Advisor

Reference Verifying

Contacting references is a part of the search process performed by the members of the search committee.  References validate credentials and provide additional information to help identify the finalists for interviewing.

The employment advertisement may request written references or simply ask for the address and telephone number of references to contact. Search committee members should note the following on written references:

1. Relationship to the candidate (colleague, administrator, subordinate),

2. Comments on candidate’s intensity of work effort,

3. Comments on the quality of candidate’s scholarship, and

4. Level of recommendation (recommend, highly recommend).

If there are written references, it is appropriate to call and ask additional questions.  An applicant’s request to not have references contacted should be honored, but could affect the hiring decision.

Telephone reference questions (example I) should be planned, open-ended, and asked of each candidate.  Questions must be job related and designed to obtain additional information for the evaluation process (support the claims of the candidate; identify the strengths and areas for improvement).  Specific questions may be asked to clarify certain areas such as the following:

1. What are some examples of the candidate’s decision-making?

2. What are some examples of the candidate’s supervisory success?

3. What are some examples of the candidate’s ability to deal with a difficult employee or situation?

Responses should be documented and shared with all members of the committee.  Reference checks and reviews of official transcripts provide validation of the candidates’ credentials.  If a candidate with false credentials appears, the candidate needs to be immediately eliminated from further consideration.

Example I
Professional Reference Questionnaire

Hello!  My name is ______________ and I’m serving on the Search Committee for the _______________ at Idaho State University.  ______________ has applied for this position and has listed your name as a reference.  Do you have a few minutes to answer some questions?  Thank you.

Please answer the questions based on your personal knowledge and direct observations.

In what professional capacity have you known _______________?

How would you rate this applicant’s interpersonal skills?

How would you rate this applicant’s understanding of computer technologies?

How would you rate this person’s administrative and supervisory skills?

Evaluate this person’s skills in setting goals and objectives, anticipating requirements, establishing priorities and timeliness in completing work.

Evaluate the accuracy, completeness and follow-through of work completed.

Does this person work harmoniously and effectively with fellow employees, supervisors and others, including the public?

Interviewing

Following a structured interview plan will help to achieve fairness in the interviewing process.  Ask the same general questions and require the same standards for all applicants to ensure fairness, equity and reliability.

Treat women, men, minority applicants, and persons with disabilities of all ages in the same professional manner.  Discriminatory behavior is improper even when it is not intended; the appearance or perception can be as important as the reality.  Asking questions not related to the job does not necessarily show that discrimination was intended, but such questions can be used in a discriminatory way.  Questions related to sex, age, race, religion, national origin, disability, or marital status is inappropriate when interviewing candidates for positions.  Ask questions relevant to the job.  Be professional and consistent in addressing each applicant.

Appropriate discussion in search committee meetings can include the candidate’s qualifications, experience, education, and job interests; duties and responsibilities of the job; career possibilities and opportunities for growth, development, and advancement; and the organization’s mission, programs, and goals.

Applicants should be provided an opportunity to receive information from and ask questions of the interviewer about the campus and the community.  In some instances, informal meetings by the candidate with community representatives may help in the recruitment process.  Information about the community and the University is available through the Office of Human Resources.

Final Decision

Before the selection process is completed and an offer is accepted, the chair of the search committee completes the Affirmative Action Form 3-75 (example J) and sends it to the Affirmative Action Office.  After the offer is accepted by a finalist, the Office of Human Resources will send a letter to any subsequent applicants advising them of the status of the search (example K).

A file of the search process is maintained in the Office of Human Resources.  Any paperwork from the committee members associated with the search should be returned to the Office of Human Resources.

Example J
A.A. Form 3-75
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The unit head is required to sign the Position Vacancy Report and forward it to the appropriate Dean or Director in duplicate.  After that person has signed the report and indicated his/her approval or disapproval, the report is either forwarded to the Affirmative Action Office for sign-off or returned to the unit head for indicated revision.  The Affirmative Action Officer will then sign and indicate his/her approval or disapproval with reasons.  An original copy is sent to the Human Resource Office and a copy is returned to the unit head.

POSITION VACANCY RECORD/REPORT

Duplicate copies of this report should be completed as per instructions and submitted to the Affirmative Action Office for sign-off prior to any offer being made to a candidate.  One copy will be returned for your file.  (See instructions on cover.)

PART I - POSITION DESCRIPTION 

UNIT___________________________ New____________ Replacement for______________________

POSITION TITLE_____________________ Salary_______________Date to be filled______________

Job Specifications (a given in A.A. Form 1-75)______________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

PART II - RECRUITMENT EFFORTS (Attach copies of all ads placed or letters confirming contacts.)

____________________________________________________________________________________

____________________________________________________________________________________

PART III - DISPOSITION OF MINORITY, WOMEN'S AND HANDICAPPED APPLICATIONS (applicants may be designated by using the Applicant Number in Part IV-B - Applications Analysis.)

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

A.A. Form 3-75
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PART IV-A - SELECTION STATEMENT

Selection Committee Membership: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Selection Criteria and Analysis (should reflect A.A. Form 1a-75 and Analysis Part IV-B)

_____________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

*ETHNIC IDENTITY CODES FOR CHART: 

 1. White;  2. Black;  3. Hispanic;  4. Asian or Pacific Islanders;  5. American Indian or Alaskan Native

   A.A. Form 3-75 (revised 11-00)
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PART IV-B APPLICATION ANALYSIS

	
	            Applicants by Name
	Sex
	Ethnic

Ident. Code*
	Handi-

capped
	Viet

Vet
	Analysis

10=high

 0=low
	Final Disposition  

Specify Action (Hire, Offer, Reject, File)
	Personal Interview? Where?
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AA. Form 3-75 (Revised 11-00)
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PART V   ALPHABETICAL LISTING OF CANDIDATES BEING CONSIDERED FOR THE POSITION

1._____________________________________ 6.____________________________________

2._____________________________________ 7.____________________________________

3._____________________________________ 8.____________________________________

4._____________________________________ 9.____________________________________

5._____________________________________ 10.___________________________________

PART VI ADDITIONAL COMMENTS

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

PART VII SIGNATURES

Submitted by ________________________________, Title _____________________________

___________________________________________

                                                    Signature

                        ___________________________________________

                                               Department/Unit

(   ) APPROVE _______________________________________,  ______________,  20______

(   ) DISAPPROVE          Dean/Director/Administrative Head                 Date

Reason for Disapproval:

(   )APPROVE ________________________________________, ______________,  20______

(   )DISAPPROVE          Affirmative Action Officer                                 Date

Reason for Disapproval:                     

Example K

November 30, 2005
<<FirstLastNm>>
<<Address>>
<<CityStZip>>
Dear <<SalNm>>:

Thank you for expressing an interest in the <<Title>> position in the <<DeptName>> at Idaho State University; however, it is necessary to inform you that this search has been closed.  

Your interest in Idaho State University is appreciated.  Best wishes in your search for opportunities of further professional development. 

Sincerely,

Zoe' Estrella

Human Resource Advisor
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