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This document is intended to serve as a guide for hiring departments on how to determine the
appropriateness of a veteran’s preference claim, and how to give preference throughout the hiring
process.

Veterans’ Preference is ONLY given for Staff positions. Veteran’s Preference does not apply to
Temporary, Administration, or Faculty positions at USF.

If an applicant has indicated on the application that they are claiming Veterans’ Preference,
he/she must provide supporting documentation
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If a Veterans’ Preference eligible applicant does NOT include documents in order to claim
Preference during the application process, such as DD-214 or military discharge papers, the
Hiring Department MUST reach out to the applicant a minimum of three times with a variety of
methods (i.e.: phone, email) and request the correct documents. These efforts must be
documented as part of the supporting documentation of the recruitment process. It is
recommended to upload the documented efforts to the posting under the Activity &
Attachments tab.

Departments must notify all veterans who apply and are not selected (even if not interviewed)
informing them that the position has been filled. Electronic notifications can be sent out through
Careers@USF by sending the applicant a correspondence. The Careers@USF applicant tracking
system will automatically keep all records of sent correspondences for record retention
purposes. You may use the following correspondence as a template:

Thank you for your time and interest in the (Name of Job) position with the University of
South Florida. Although your qualifications were impressive, we have decided to offer the
position to another candidate. (Provide justification for hiring a non-veteran over the
veteran claiming preference.)

Please feel free to apply for open positions, for which you qualify, throughout the
university.

We wish you every personal and professional success with your job search and in the
future. Thank you for your interest in the University of South Florida.
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