EMAIL TEMPLATES FOR QUICK HIRE

(as of 11/2/00)

1-Template Description: Cancellation of Vacancy

Dear <FNAME> <LNAME> 

<VACANCY> is cancelled.  A selection was made from an alternative recruitment source. 

If you have any questions, please contact <YOUR NAME> by phone (XXX) XXX-XXXX or email at XXXXX@XXX.XXX. Thank you for your interest in <ORGDESC>.

2-Template Description: Request for DD-214 (10 points Veteran)

Dear <FNAME> <LNAME> 

This is in reference to <VACANCY> with <ORGDESC>.  In order to verify the 10 points veteran's preference claimed in your application, we are requesting a copy of your DD-214.  An "official" copy is not required.  We will accept a photocopy.  Please fax the requested information to XXX-XXX-XXXX in reference to <VACANCY> and to the attention of <YOUR NAME> within 48 hours.  If you are unable to fax the information, please contact me by phone at (XXX) XXX-XXXX or email at XXXXX@XXX.XXX 

Thank you for your interest in employment with the <ORGDESC>.

3-Template Description: Request for DD-214 (VRA Applicant)

Dear <FNAME > <LNAME> 

You are being considered as a VRA candidate for <VACANCY>.  Please provide a copy of your DD-214, SF-15 and supporting documentation, or other proof of preference.  The above referenced information must be submitted by close-of-business <DATE>.  Failure to do so will result in a rating of ineligible.  This information can be faxed to (XXX) XXX-XXXX, attention: <YOUR NAME>, or mailed to <ORGDESC> <ADDRESS, CITY, STATE, ZIP>.  

If you have any questions, please contact <YOUR NAME> by phone at (XXX) XXX-XXXX or by email at XXXXX@XXX.XXX.

4-Template Description: Request for DD-214 & Transcript (VRA Applicant)

Dear <FNAME> <LNAME> 

You are being considered as a VRA (Veterans Readjustment Authority) candidate for <VACANCY>.   Please provide a copy of your DD-214, SF-15 and supporting documentation, or other proof of preference.  Also, per your Applicant Assessment Report, you indicate that you possess a combination of post-high school education and experience.  Please provide a copy of your most current transcript(s) or a list of coursework above the high school level, including class titles, grades, and hours.  The above referenced information must be submitted by close-of-business <DATE>.  Failure to do so will result in a rating of ineligible.  This information can be faxed to (XXX) XXX-XXXX, attention: <YOUR NAME>, or mailed to <ORGDESC>, <ADDRESS, CITY, STATE, ZIP>.  

If you have any questions, please contact me by phone (XXX) XXX-XXXX or email at XXXXX@XXX.XXX.

5-Template Description: Request for DD-214 (VEOA Applicant)

Dear <FNAME > <LNAME> 

You are being considered as a VEOA (Veterans Employment Opportunity Act) candidate for <VACANCY>.  Please provide a copy of your DD-214, SF-15 and supporting documentation, or other proof of preference.  The above referenced information must be submitted by close-of-business <DATE>.  Failure to do so will result in a rating of ineligible.  This information can be faxed to (XXX) XXX-XXXX, attention: <YOUR NAME>, or mailed to <ORGDESC>, <ADDRESS, CITY, STATE, ZIP>.  

If you have any questions, please contact <YOUR NAME> by phone (XXX) XXX-XXXX or email at XXXXX@XXX.XXX.

6-Template Description: Request for Information (ICTAP)

Dear <FNAME> <LNAME>

This is in reference to <VACANCY> with <ORGDESC>.  You have indicated on your resume/application package that you are ICTAP eligible.  In order to verify your ICTAP eligibility, we must have the following documentation faxed by the close of business on <DATE>:  

(1) copy of your agency notice,

(2) copy of your most recent SF-50 noting current position, grade level, full              performance level, and duty station, and

(3) a copy of your most recent performance rating.

Failure to provide the requested documentation within the time frame stated above will result in you not being eligible for ICTAP.  Please fax the information to the attention of:  <YOUR NAME> at (XXX) XXX-XXXX and identify the <VACANCY> number on it.

7-Template Description: Request for SF-50 

Dear <FNAME> <LNAME>

Your resume for <VACANCY> has been received.  However, we need a copy of your current SF-50 (Notice of Personnel Action).  Please fax it to <YOUR NAME> by <DATE>.  If you have any questions, please contact me by phone (XXX) XXX-XXXX or email at XXXXX@XXX.XXX
8-Template Description: Request for SF-50 (Reinstatement Applicant)

Dear <FNAME> <LNAME> 

You are being considered as a reinstatement eligible candidate for <VACANCY>.  Please provide a copy of your most recent SF-50 (Notification of Personnel Action) as proof of your reinstatement eligibility.  Also, per your Applicant Assessment Report, you indicate that you possess a combination of post-high school education and experience.  Please provide a copy of your most current transcript(s) or a list of coursework above high school, including class titles, grades, and hours.  The above referenced information must be submitted by close-of-business <DATE>.  Failure to do so will result in a rating of ineligible.  This information can be faxed to (XXX) XXX-XXXX, attention: <YOUR NAME>, <ORGDESC> <ADDRESS, CITY, STATE, ZIP>.  

If you have any questions, please contact me by phone (XXX) XXX-XXXX or email at XXXXX@XXX.XXX

9-Template Description: Request for Transcript

Dear <FNAME> <LNAME>  

Your resume for <VACANCY> has been received; however, we need a copy of your 

college transcript(s) sent by <DATE>.  Please fax the information to <YOUR NAME> or mail to <ORGDESC> <ADDRESS, CITY, STATE, ZIP>.  Please be sure to put <VACANCY> on your transcript(s).  

If you have any questions, please contact me by phone (XXX) XXX-XXXX or email at XXXXX@XXX.XXX
10-Template Description:  Ineligible – General

Dear <FNAME> <LNAME>  

This is in reference to <VACANCY> with <ORGDESC>.  You were ineligible for the position for the following reasons:    

      [ ]   Did not meet minimum Office of Personnel Management qualification 

            requirements for education. As stated in the <VACANCY> announcement, 

            "If qualifying based on substituting education for experience you must 

            submit college transcripts or a list of college coursework showing hours 

            earned, grades and course titles directly to the contact address identified 

            in this announcement by the closing date of this announcement."  No

            transcripts were received.

       [ ]  Lack one year specialized experience equivalent to next lower grade. 

       [ ]  Did not meet Selective Factors stated in the vacancy announcement. 

       [ ]  Did not meet time-in-grade requirements. 

       [ ]  Did not possess civil service status or other hiring authority 

            eligibility.

       [ ]  You are not a U.S. citizen. 

       [ ]  You were outside the area of consideration.

       [ ]  Other: __________________________

Should you have interest in other announcements, please feel free to apply specifically for those positions.  Thank you for your interest in applying for a position with the <ORGDESC>.

Sincerely, 

11-Template Description: Ineligible – Area of Consideration

Dear <FNAME> <LNAME> 

You applied for <VACANCY>.  Unfortunately you were not eligible for consideration for this position because it was only open to current and former Federal employees who have held a permanent Federal job.  You may apply for jobs open to all qualified citizens.  You will find a list of current DOE job openings at http://chris.inel.gov/jobs.  For additional Federal vacancies, please see the Office of Personnel Management's (OPM) web site at http://www.usajobs.opm.gov.

If you have any questions or concerns, please feel free to email <YOUR NAME> at (XXX) XXX-XXXX.  Thank you for your interest in employment with the <ORGDESC>.

12-Template Description: Ineligible – Area of Consideration (ICTAP/CTAP)

Dear <FNAME> <LNAME>

You applied for <VACANCY>. Unfortunately, you were not eligible for consideration for this position because it was open to ICTAP/CTAP candidates in the local commuting area.

If you have any questions or concerns, please feel free to email <YOUR NAME> at XXXX@ or call at (XXX) XXX-XXXX.  Thank you for your interest in employment with the <ORGDESC>.

13-Template Description: Ineligible – Basic Quals

Dear <FNAME> <LNAME> 

According to your responses to the questions on the <VACANCY> announcement, you did not meet the basic OPM qualification requirements for this position; therefore, you were not eligible for this position. 

Should you have interest in other announcements, please feel free to apply specifically for those positions.  If you have questions or concerns, please contact <YOUR NAME> by email at XXXXX@XXX.XXX or by phone at (XXX) XXX-XXXX.  Thank you for your interest in employment with the <ORGDESC>.

14-Template Description: Ineligible - Education/Experience

Dear <FNAME> <LNAME> 

Your resume has been received for <VACANCY>. 

After careful review of your responses to the questions on the <VACANCY> 

announcement, and a verification of your background and experience with job 

requirements, we find that your application does not show sufficient education 

and/or experience required for this position. 

If you have questions or concerns, please contact <YOUR NAME> by email at XXXXX@XXX.XXX or by phone at (XXX) XXX-XXXX.  Thank you for your interest in employment with the <ORGDESC>.

15-Template Description:  Ineligible – No Resume

Dear <FNAME> <LNAME>  

We regret that you could not be considered for <VACANCY> because an electronic resume was not provided. If you have any questions, please contact <YOUR NAME> by phone (XXX) XXX-XXXX or email at XXXXX@XXX.XXX

16-Template Description: Ineligible –  Specialized Experience

Dear <FNAME> <LNAME> 

Thank you for applying for <VACANCY>.

Your resume did not show the specialized experience requirements for the position.

Should you have interest in other announcements, please feel free to apply specifically for those positions.  If you have questions or concerns, please contact <YOUR NAME> by email at XXXXX@XXX.XXX or by phone at (XXX) XXX-XXXX.  Thank you for your interest in employment with the <ORGDESC>.

17-Template Description: Not Selected – General Notice

Dear <FNAME> <LNAME> 

Thank you for your interest in <VACANCY> with <ORGDESC>.  You were:

___  Eligible for consideration.  

___  Referred to the selecting official but not selected. 

___  Not referred to the selecting official as you were not rated among the highest

        qualified. 

___  Rated among the best qualified group referred to the selecting official.

___  Referred to the selecting official. 

___  Not selected.             

___  No selection was made for the position.

___  Other: <REASON>

This notification applies only to this particular vacancy.  Should you have interest in other announcements, please feel free to apply specifically for those positions.  Future vacancies may be located on the Internet at http://chris.inel.gov.  If you have any questions or concerns, please feel free to email <YOUR NAME> at (XXX) XXX-XXXX.

We appreciate your interest in employment with <ORGDESC> and wish you success in your future employment endeavors.

18-Template Description:  Not Selected - Qualified

Dear <FNAME> <LNAME> 

Thank you for applying for <VACANCY>.

Based on your responses to the Applicant Assessment questionnaire, you were qualified.  However, you were not selected.  Should you have interest in other announcements, please feel free to apply specifically for those positions.

Thank you for your interest in applying for a position with the <ORGDESC>.

Sincerely,

<YOUR NAME>

19-Template Description:  No Selection for the Job

Dear <FNAME> <LNAME>

Thank you for your interest in employment with the <ORGDESC> and the following position:  <VACANCY> 

No selection was made for this job.  This notification only applies to the position listed above.  If you are interested in applying for other announcements, you must apply specifically for those positions. If you have any questions or concerns, please feel free to email <YOUR NAME> at (XXX) XXX-XXXX.

We appreciate your interest in employment with the <ORGDESC> and wish you success in your future employment endeavors.

