





SAMPLE LETTER:  Please post notice of vacancy


Date

Name
Address

Dear Colleague:

Enclosed is a Notice of Vacancy for a one-year position in our department.  We would appreciate it if you would publicize and post this Notice of Vacancy in your department.

Please do not hesitate to contact me at (320) xxx-xxxx if any questions arise.  Thank you!

Sincerely,



Name
Search Committee Chair

Enclosure
