MODEL LETTER

TO INDIVIDUAL NOMINATED FOR POSITION

[Date]

[Name]

[Address]

[City/State/Zip]

Dear _________:

I am pleased to inform you that your name has been placed in nomination for the position of ________________________.  The purpose of this letter is to inquire about your interest in formally applying for the position.  To help you decide whether to explore this opportunity, I invite you to visit the following MSU Career Opportunities website: http://agency.governmentjobs.com/mankato/default.cfm, where you can find the position responsibilities and qualifications.  

On            (date)            the Search Committee will begin to screen applications and identify the applicants who appear to meet the needs of the position and of Minnesota State University, Mankato.  If you determine you are interested in this opportunity, please apply online at the link provide above. Official transcripts will be required prior to any interview as a finalist for this position.  
We hope you will give positive consideration to this opportunity and I look forward to hearing from you.

Sincerely,

[Name]

Chair, Search Committee
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