SAMPLE LETTER

ACKNOWLEDGEMENT, RECEIPT OF APPLICATION MATERIALS

 

Dear [Applicant’s name]:

 

[The Recruitment Committee or name of Hiring Authority] has received your application for the position of [title of position]. [We/I] appreciate your interest in Illinois State University. 

 

The materials requested for this position and as advertised include [list of required materials as included with position announcements]. The initial review of applications [will begin/began] on [date announced in advertisement/posting] and it is essential we have all required application materials for a candidate to be given fullest consideration.  If you believe you have not submitted a complete file at this time, please do so as soon as possible.

 

Enclosed please find an information survey from Illinois State University’s Office for Diversity and Affirmative Action. Responses to this survey are one method by which the Office of Diversity and Affirmative Action complies with Government reporting requirements and evaluates the success of campus-wide recruitment efforts.  While your response is strictly voluntary, please consider completing and returning the form in the enclosed postage-paid envelope to the Office for Diversity and Affirmative Action.  Responses are held in confidence by this office and are not made available to other areas of the University, including recruitment committee members or other individuals who are part of the recruitment process.

 

You will be contacted further regarding the status of your application once a comprehensive review of all applicant materials has been completed. Thank you again for your interest and please keep [us/me] informed of any information that might affect your application and/or contact information.

 

Sincerely,

 

 

 

[Search Committee Chairperson or other Hiring Authority name/title]

