TEMPLATE
M E M O R A N D U M
TO:

PERM File of _________
FROM:
_____________________
                        
 

SUBJECT: 
Recruitment Report for ___________________
DATE:  
____________ 
This memorandum will describe the recruitment and selection procedures followed by West Virginia University, ______________in the selection of __________ to fill the position of ____________.

Summary of Recruitment Efforts

The recruitment efforts undertaken by West Virginia University, _______________ in locating minimally qualified U.S workers for the position of ______________________ have been conducted pursuant to DOL standards governing the basic Labor Certification for permanent employment of aliens in the U.S. (Section 656.17).  The recruitment steps are as follows:

· Thirty-Day Job Order  placed with Morgantown Work Force, WV: 
· Ten-Day Job Notice:  from ____ to 06/09/2011:_______
· 1st AD:  Dominion Post, a paper of general circulation: From __To___________
· 2nd AD:  Dominion Post,  a paper of general circulation: From __To___________

· THREE ADDITIONAL Recruitment Steps Required for Professional Positions out of the following:
1. Employer’s website: From______To_________
2. Job search website: From:__________To_________

3.  Web page generated by the printed ads in the _________ and __________ issues  of  Dominion Post
4. Campus Placement Office: From________ to _________                      
5. Professional Journal

As stated in the advertising and recruiting materials, the position’s job duties and required qualifications are the following:
· Job Duties: ______________
· Qualifications: __________________
As a result of the recruitment efforts four applications were received including the alien’s.  The CV’s were reviewed by ________,  and search committee members:. Of the three applicants, the candidate rejections categorized by the lawful job-related reasons are denoted below:
In summary, of the three applicants, none of them met all of the minimum requirements for the job opportunity. _________ was the only candidate who met all the requirements for the position. 
Mr. Doe  has impressive educational credentials.  (Please detail)

Mr. Doe  was found to be qualified in all respects and was offered the position as the only qualified applicant.
We believe that we have made this position available to all applicants who would be interested and qualified and that we have covered the labor market with our advertising and recruitment efforts. We have not located any United States citizen or permanent residents who met all the requirements for this position. Since we are not likely to find additional applicants who would qualify, we request that we are granted labor certification so that we can be assured that we will have her/him as a permanent employee for our department
