
SAMPLE LETTER:  Response to inquiry

Date

Name
Address

Dear

Thank you for inquiring about our position as xxxxxxxxxx beginning with the 20xx-xx academic year – OR – on xxxxxxxxxxxxx.  This letter briefly describes our programs and the application procedures.  The enclosed Notice of Vacancy describes the position.

Our department offers  (describe department)

To consider your application, we must receive the following by (date):

	-    vita/resume;
	-    official transcripts (not copies) of all your college and university work;
	-    names, addresses, email addresses and telephone numbers of three
	     professional references 
	– OR –
· three letters of professional reference

Enclosed please find a form entitled Supplemental Personnel Data for Affirmative Action Recruitment.  (or include link to SPD form may be included here www.stcloudstate.edu/affirmativeaction/form/supplemental.doc) .  You are invited to fill it out, fold it, and drop it in the mail (or email it as an attachment to affirmativeaction@stcloudstate.edu).  It has been designed to help us in meeting our commitment to developing a more diverse community and in meeting affirmative action/equal opportunity guidelines.  The questionnaire will not be included with your application materials and will in no way affect your status as an applicant.

We will begin reviewing applications on xxxxxxxxxx.  If you have any questions, please call me at (320) xxx-xxxx.  If I am out, you can leave a message or send an e-mail to xxxxxxxxxx.  I will get back to you as soon as I can.

Sincerely,


Name 
Search Committee Chair

Enclosure
