Appendix C

Sample Acknowledgement Letter

[Date]

Name

Address

Dear [Title] [Last Name]:

Your application for the position of 



has been received.  Enclosed for your information is a copy of the Position Announcement that states the minimum qualifications as well as the responsibilities of the position.

(Optional if needed: Thus far, we have received the following materials from you:  [LIST]

However, we are still missing [LIST] before your application file is considered complete.

The U.S. Department of Labor requires this University to compile summary data on the gender and ethnicity of applicants for positions at this institution.  For the purpose of statistical analysis, please complete and return the enclosed form to the Office of Faculty Affairs. 

We hope to proceed as rapidly as possible and will keep you informed of further developments with respect to your application.  We appreciate your interest in California State University Stanislaus. 

Sincerely,

[Signed by Department Chair]

Enclosures


