Dear HR Contact,

The Office of Human Resource Management is modernizing the way race/sex data is collected for applicants of professional and academic positions.  (HRM will continue to collect race/sex data for applicants to classified positions.)  As you know, previously, post cards (PER-18-1) were mailed to all applicants for academic and professional positions along with a brief letter from the department asking the applicant to complete and return the card.  This process has been changed to an e-mail format.  Now, instead of mailing out letters and PER 18-1 cards to every applicant, one e-mail can be sent to the entire applicant pool.  This new format will save both time and money.  However, to ensure success, you must follow the detailed instructions below.

First, applicants will have to provide their e-mail addresses.  Therefore, please make sure your advertisements state that an e-mail address must be included on the applicant’s resume.
1.) Click on New to create a new e-mail message
2.) **To ensure the privacy of applicants, enter all of the applicants’ e-mail addresses in the blind copy (bcc:). **  
**Make sure that you have the bcc option selected for your e-mail messages. ** 
A.) For Microsoft Office 97-2003-If bcc does not appear in the top of your message, click the arrow next to Options and then click bcc.   
B.) For Microsoft Office 2007 Click Options-“Show bcc”
If you receive any applicants who do not have an e-mail address, the PER-18-1 cards will have to be mailed to them – this process remains the same.  Please contact HRM to obtain any needed cards.
3.) The PER 18-1 contents are on page 3.  **You should copy the entire document and paste it directly into the e-mail you are sending.  Please do not use the document as an attachment to the applicants. ** This document can be accessed on the HRM website under Employee Relations.  Click on Forms and the PER-18 E-mail and Directions and the PER-18 Compliance Report Form are on that page.  We are trying to make it as simple as possible for applicants to fill in the requested information and reply.  We do not want to use attachments, which might confuse some of the applicants.

4.) The first part of the PER-18-1 e-mail is a sample letter that you can use when sending out the e-mail.  You can choose to use this message, or you can use a more personalized one that is specific to your department.  Either way, some sort of message should be used to explain why they are receiving the e-mail, to request that they reply, and to inform them of how the information will be used.  

5.) The second part of the PER-18-1 e-mail is the actual PER-18-1 information.  DO NOT MODIFY ANY PART OF THE PER-18-1 FORM.   (Please note that this form has been updated and requests less information than the previous version.)   The applicant fills in most of this information, but please be sure to remember to fill in the position title/number, the department, and the anticipated hire date in PART I.  Filling this in will allow us to better track the position and department.  This is all you have to do for the e-mail.  The applicant is responsible for filling in the rest of the information.  
6.) Before sending the e-mail to applicants, you must follow these steps to make sure the replies are received by HRM.  
If you have Microsoft Office 97-2003:

 A.) Click on the Options tab at the top of the screen in Microsoft Outlook.

 B.) Go to "Delivery Options..." and check the box for  “have replies sent to” 
 C.) In this field, type in the e-mail address eeo@lsu.edu.  This will ensure that when an applicant replies to the e-mail it is received by HRM instead of you.  eeo@lsu.edu. Click close
D.) Click send to send the e-mail
If you have Microsoft Office 2007:
A.) Click on the Options tab and on the right hand side you will see “Direct Replies To” click on  that and it will bring you to Message Options-under Delivery Options click “Have replies sent to” and type in the e-mail address eeo@lsu.edu.  This will ensure that when an applicant replies to the e-mail, it is received by HRM instead of you.  Click close
B.) Click send to send the e-mail. 

      6.) **Please keep in mind that you will still need to complete the PER-18 sheet after the hiring process is complete and send it in to HRM. **
Thank you for participating in this new format.  Any questions or comments can be directed to the Employee Relations Manager in the LSU Office of Human Resource Management, 304 Thomas Boyd, Baton Rouge, LA 70803, phone: 578-8200.

Dear Applicant,

Thank you for your interest in the ________ position in the department of _________.  Your information has been received and we are currently reviewing all of the applicants.  If you are selected to interview, you will be contacted with more information.  Please take a moment to fill out this applicant data information.  Your response is voluntary and will remain confidential.  Your responses will not be used in the selection process.  The information is used by the Office of Human Resource Management to gather applicant data for federal reporting requirements.  Please follow the directions and enter your information by pressing reply with history, then press send to e-mail the information to HRM.  

Thank you for your participation.

Department of __________

AFFIRMATIVE ACTION INFORMATION FORM (PER 18-1)

This information is requested to determine LSU’s compliance with civil rights laws, and your response will not affect consideration of your application.  By providing this information, you will assist us in assuring that this program is administered in a nondiscriminatory manner.

PART I.  Please indicate the following information by typing in your response.  The department should fill in position title/number, department and anticipated hire date.

· Applicant’s Name:

· Position Title / Number:

· Department:

· Anticipated Hire Date:

PART II.  The following information is optional.  If you do wish to disclose, please indicate the selection to each question that applies to you by underlining it or typing an “x” in the space to the left of it.  If you do not wish to disclose this information, please go to Part III.

1. What is your racial or ethnic heritage?
American Indian or Alaskan Native

Black (not of Hispanic origin)

Hispanic

White (not of Hispanic origin)

Asian or Pacific Islander

2. What is your sex?
Male

Female

3. How / Where did you find out about this position (If web site, please indicate site address.)
Part III.  Please respond to this statement if you do not wish to disclose any of the above information for Part II.  To respond, please underline the yes or type an “x” in the space to the left of it.  Also, type in today’s date.

I do not wish to indicate any of the above information for Part II.

       
Yes

       
Date: 


To return this form please press “Reply” to e-mail it to LSU’s Office of Human Resource Management (eeo@lsu.edu).  If you are unable to return by e-mail please fax it to (225) 578-5981.


