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EDUCATION CABINET


DEPARTMENT FOR WORKFORCE INVESTMENT
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February 24, 2006
«employer_contacts_first_name» «employer_contacts_last_name»

«employer_contacts_title»

«employer_data_company»

«employer_contacts_addr_1»

«employer_contacts_addr_2»

«employer_contacts_city», «employer_contacts_state» «employer_contacts_zip»

Dear «employer_contacts_first_name» «employer_contacts_last_name»:

Your job order, described below, has recently gone into “Suspend” status in our computer system.  This means the position is not currently visible to the job-seeking public, and is in need of a status update.


Job ID: «job_data_id»


Job Title: «job_data_title»


Job Description: «job_data_description»

Please review the job posting and let us know if it is open or closed. Also, enclosed is a list of individuals who were referred to your company for consideration for this job opening. Would you please let us know whether or not any of these individuals were hired so we may remove them from our database? Otherwise, anyone you may have hired who also happens to be in our files will continue to receive notices of open jobs. Enclosed is a postage-paid envelope for your reply.

If we have not received a response from you within two weeks, we will assume your job posting is closed and an agency representative will be calling you to complete the job closing process.

Thank you,

«curr_admin_first_name» «curr_admin_mi» «curr_admin_last_name»

«curr_office_name»

«curr_office_addr_1»

«curr_office_addr_2»

«curr_office_addr_3»

«curr_office_city», «curr_office_state» «curr_office_zip»

Voice: «curr_office_phone_pri» «curr_office_phone_pri_ext»

Fax: «curr_office_fax_pri»
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