To: [Name of Recipient(s)]
From: Bettijean S. Yergens
Subject: (Name of Employee Being Displaced)
Date:
The resume/application attached is of an existing Georgia State University staff member whose position is soon to be eliminated. This applicant has been pre-screened and s/he meets the minimum qualifications for your vacant position. GSU’s Outplacement policy strongly recommends that all displaced staff members be interviewed for positions for which they qualify. You will be contacted to give feedback should this employee receive an interview. If you do not interview this displaced staff member, you will be required to explain what factors led to your decision.
