





SAMPLE LETTER:  Prospective Candidate


Date

Name
Address

Dear

Your name has been brought to our attention as a prospective candidate for a teaching position in xxxxxxxxxx.  I am enclosing a vacancy notice for a probationary-track opening at St. Cloud State University to be filled in the spring/winter/fall of 20xx.  If you are seeking employment at this time and find the description of interest to you, I would encourage you to apply.  We would appreciate the opportunity to consider your credentials for this position.

If you have any questions concerning this opening, please contact me directly at (320) xxx-xxxx. 

Sincerely,




Name 
Search Committee Chair

Enclosure

