 SEQ CHAPTER \h \r 1
DATE:
August 2, 2010

TO:

EMPLOYEE NAME, TITLE



LOCATION

FROM:
H.R. Director

SUBJECT:
POSITION TITLE

Your APPLICATION/RESUME for the position of TITLE for PROGRAM has been received and reviewed.  According to agency records, you do not possess all of the qualifications in order to be considered for this position (see attached position description).  If you have received additional education, which you believe warrants further consideration, please submit updated information to the human resources office.

I encourage you to continue to pursue opportunities at Alvis House, and wish you the best in future endeavors.  If you have any questions, please feel free to contact me at 252-8402.

cc: file

