MODEL  LETTER

ACKNOWLEDGING APPLICATION FOR POSITION
[Date]
[Name]

[Address]

[City/State/Zip]
Dear _________:
Thank you for your application for the position of _________________________ at Minnesota State University, Mankato.  On behalf of the Search Committee, I wish to express our appreciation for your interest in this position.  So that you may know more about this opportunity, I am enclosing a copy of the Notice of Vacancy.
At present your application is [complete/incomplete].  Our records indicate the following items have not been received: [application, references, unofficial transcripts, etc.].  Please forward these items by [date] to:  



[name]



[address]



[city/state/zip]

An official copy of your transcripts will be required prior to any interview as a finalist for this position.

Also enclosed is a “Supplemental Personnel Data for Affirmative Action Recruitment” form.  Please complete the form and return it directly to our Affirmative Action Office.

Thank you, again, for allowing us to consider your credentials.  Please contact me if you need further assistance.

Sincerely,

[Name]
Chair, Search Committee

xx   

Enclosures:
Notice of Vacancy



Supplemental Personnel Data form



Application for Employment form (if not submitted)
