THIS LETTER OR A VARIATION MUST BE SENT TO ALL APPLICANTS


SAMPLE LETTER:  Acknowledgment of application


Date



Name
Address

Dear             ,

This letter acknowledges receipt of your application for the position of xxxxxxxxxx at St. Cloud State University.  We appreciate your interest in our department.  Our search committee will give careful consideration to your candidacy and will be in contact with you as the search process develops.  

Listed below are the elements of a complete file.  A check mark  in front of the elements indicates those we have received from you.  We are still waiting to receive the unchecked materials, which renders your application incomplete until all materials are received:

	___________  letter of application
	___________  vita or resume
	___________  transcripts (copies acceptable for initial screening)
	___________  names, addresses, email addresses and telephone numbers of 						three current, professional references 
	– OR -
	____________three letters of professional reference

Following is a link to a form entitled Equal Employment Opportunity (EEO) for Affirmative Action Recruitment form.  You are invited to fill it out and email the completed form directly 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 is voluntary and will not be included with your application materials and will in no way affect your status as an applicant.

The search committee will begin reviewing materials on xxxxxxxxxx.  We will notify you of your status in the selection process as soon as possible thereafter.

Thank you for your interest in St. Cloud State University.

Sincerely,




Name
Search Committee Chair

Enclosure

