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To: [Recipient's Name] 

From: [Your Name] 

Subject: Protocols for Recruiting Staff 

 

Introduction 

This document outlines the protocols to be followed during the recruitment process to ensure 

transparency, fairness, and efficiency. 

Recruitment Process Steps 

1. Job Analysis: Define the role and requirements. 

2. Job Posting: Announce the vacancy through appropriate channels. 

3. Application Review: Screen resumes and select candidates for interviews. 

4. Interviews: Conduct interviews in a structured manner. 

5. Reference Checks: Verify candidate's previous employment and qualifications. 

6. Offer of Employment: Extend a formal job offer to the selected candidate. 

7. Onboarding: Prepare for the new employee's integration into the company. 

Equal Opportunity Statement 

We are committed to providing equal employment opportunities to all candidates regardless of 

race, gender, religion, or other protected characteristics. 

Conclusion 

Please adhere to these protocols to ensure a successful recruitment process. For any questions, 

feel free to contact me directly. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


