Suggested Language for Applicant Correspondence Regarding the Online Applicant Data Survey (Blue Card)
Instructions for the Search Coordinator

Below is an email to send to applicants which confirms the receipt of their application, gives them an expected timeline, and requests that they complete the online applicant data survey.  

Copy the information below into an email and paste your applicants email addresses into the Blind Copy (BC) address field.  It is important to use the BC address field so applicants cannot see who else has applied and cannot “Reply to All” contacting other applicants.  It will also save you time and allow you, as the search coordinator, to send one group email instead of one to each applicant.

In subject line of email 
[Position Title] Position Number [D#####] Application

In body of email


Thank you for submitting your application materials for the position of [Position Title] Position Number [D######] at Portland State University.
 
Our search committee will begin considering all complete applications after [Date] and communicate decisions regarding candidate progress beginning [Date + 2 weeks].

Please complete the brief Voluntary Applicant Data Survey at http://www.surveymonkey.com/s/PSU_Applicant_Data_Form to assist us in evaluating the effectiveness of our recruitment efforts.   You will need the Position Number, Position Title, and Department Name to complete the survey.  

Please be assured that the information you submit is voluntary, confidential, will not be used for candidate selection, and is only visible by a limited number of Human Resources professionals.  Refusal to submit this information will not negatively affect your eligibility for employment at Portland State University.
Thank you again for your efforts in applying for this position.
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