SAMPLE

Date

Mr. John Doe

10 ABC street

New Haven, CT 06516

Dear Mr. Doe,  

We are delighted that you are interested in the position within the ________department. We are now evaluating application materials to determine which applicants will be invited for interviews.

We anticipate interviewing applicants in late February.  If selected, this office will contact you directly to facilitate a mutually convenient time to meet with the search committee.  

Please complete the enclosed Affirmative Action Response Card and return it to the Office of Diversity and Equity. Thank you for again for your application.

Jane Doe

Search Chair 
Enclosure

Affirmative Action Card

