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   DATE
Transmitted via electronic mail
NAME (identify chair)
TITLE NAME(s)
Dear (NAME if singular) or (Colleagues if multiple):

I would like to thank you again for your service on the ANR enter position title here position recruitment committee.  The enter position title here position requisition # enter req # here closed on enter close date here.  A conference call has been scheduled on enter call date and time here for the committee to review the applications together and to identify candidates to be interviewed (room location optional: the ANR conference room has been reserved for the Oakland-based committee members).  I expect that after reviewing the application materials submitted by candidates, the committee will need to conduct interviews with a limited number of candidates before deciding upon the list of finalist to be forwarded to me.  Please hold enter date(s) for interviews.  
I am asking the committee to review applications to assess the qualifications of candidates, and to identify (in unranked order) the individuals whose strengths most closely match the position requirements and unit needs.  A revised committee contact list, position description, and ranking matrix are attached.  
Conference call information

Call-in:  1-866-740-1260

Access:  9870103

CATS login & password

Requisition # 20110395

Requisition # 20110564

Login:  GU56158


Login:  GU56504
Password:  PrinBudAna

Password:  PrinBudAna
If you have any questions or need assistance, please contact enter chair name here or enter staff name here.

Thank you again for all your help with these recruitments.






Sincerely,







NAME






TITLE, DEPARTMENT 
 

Attachments
C:  Human Resources
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