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OFFICE OF THE VICE-PRESIDENT —
OFFICE OF THE PRESIDENT

   AGRICULTURE AND NATURAL RESOURCES
Division of Agriculture and Natural Resources

   
1111 Franklin Street, 6th Floor


Oakland, California 94607-5200












   DATE
TITLE, LAST NAME (identify chair)
COMMITTEE NAME(s) 

Dear (Name for singular) or (Colleagues for multiple):
I appreciate your willingness to serve on the committee to assist in the search for candidates for the Agriculture and Natural Resources insert title here position.  This position vacancy was released for recruitment on enter release date here, and is scheduled to close on enter close date here (optional clause: a review to determine if there are sufficient applicants in the pool will be conducted before determining if we need to extend the close date).  Enter chair department, title, and name here has agreed to chair this committee, and enter staff title and name here will staff the committee.
I am asking the committee to review applications to assess the qualifications of candidates for the position; and to identify (in unranked order) the two to four individuals whose strengths most closely match the position requirements and unit needs.  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 finalists to be forwarded to me.  Enter staff name here will contact you to schedule a conference call to discuss committee logistics and search parameters.

Attached is a copy of the position description and committee member roster.  For background information visit our website at enter department website address here.

I look forward to working with you in completing this important task.







Sincerely,







NAME

   TITLE – DEPARTMENT

Attachments

c:    Human Resources
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