
SAMPLE LETTER:  Status of Application


Date

Name
Address

Dear

This letter is to inform you of the status of your application for the position of xxxxxxxxx in the xxxxxxxxxx Department at St. Cloud State University as of the date of this letter.

________  Your application is complete.  We have received your SCSU Unclassified 		        Application form, three letters of reference sent directly by your reference 	  	        sources, and official transcripts of your college and university work.

________  We have not received official transcripts of all your graduate level college 	    	       and university work.

________  We have not received your SCSU Unclassified Application form.  Another 	    	       form is enclosed.

________  Your file still needs (1/2/3) letter(s) of recommendation.  These are the 	 	       references we have received letters from as of this date:

	       ________________________________________________________

________  We do not have transcripts of your undergraduate work.  Although they are 	 	       not required, they will help us better evaluate your application.
	       Unofficial copies are acceptable.

Send all information to:     (Address)

We will begin reviewing applications on xxxxxxxxxx.  Applications must be complete to receive consideration at that time.  If you have any questions, please contact me at (320) xxx-xxxx or by e-mail at xxxxxxxxxx.

Sincerely,



Name
Search Committee Chair	
