





SAMPLE LETTER:  You have been nominated


Date

Name 
Address

Dear

You have been nominated by xxxxxxxxxx for the position of xxxxxxxxxx at St. Cloud State University.

Enclosed you will find a copy of the Notice of Vacancy for the position.  You may find more information about St. Cloud State University and our department at www.stcloudstate.edu. 

If you decide you would like to be considered for this position, please send me a cover letter, resume, and the names, addresses, email addresses and telephone numbers of three references – OR – three letters of professional reference so that you may be included in the pool of applicants.

If you have questions or would like additional information about the position or the university, please don’t hesitate to call me at (320) xxx-xxxx or email me at xxxxxxxxxxxxx@stcloudstate.edu.  On behalf of the search committee, I encourage you to give serious consideration to becoming a candidate.  I look forward to hearing from you soon.

Sincerely,




Name
Search Committee Chair

Enclosure

