Sample Letter Regarding an Inquiry
(For Faculty or Academic Staff Searches)
Dear :

Thank you for inquiring into the position of __________ at the University of Kansas. Enclosed are the position announcement and position description (optional). The Search Committee invites you to submit a cover letter, a current resume, and the names, addresses and phone numbers of a minimum of three references (and any other materials you are requiring). Review of applications will begin on __________.
Arrangements will be made if you have a disability that requires an accommodation in completing the application form or in interviewing. Please notify Human Resources/Equal Opportunity at (785) 864-3686 in advance so necessary arrangements can be made.

Thank you for your interest in this position. We hope to hear from you soon.

Sincerely,


Sample Acknowledgement Letter to Applicants

(For Faculty or Academic Staff Searches)

Dear :

Thank you for applying for the position of ______________ in the Department of ____________.  The search committee has received your application materials and at this time:

Your application is complete/incomplete.

We have/have not received a copy of your resume.

We have/have not received a copy of your transcripts.

(#of) Letters have been received – Note that 3 letters of recommendation are needed.

The University of Kansas Department of Human Resources and Equal Opportunity (HR/EO) maintains a secure website for applicants to provide information that is needed by the University to expedite and address its Federal reporting requirements as an employer.  In order to finalize your application, we must ask you to complete the required sections of a Faculty and Academic Staff Applicant Data form that can be accessed at the website.  We cannot move your application forward in our search process until we receive this data.  Please note that responses must be made to the online HR/EO website, not to the department or the search committee.  To complete the online form, go to:

(Insert unique link)
In addition, further information about KU and Lawrence can be found at www.ku.edu. As required by the Clery Act, the annual security report about KU safety policies, crime statistics, and campus resources is available online at www.ku.edu/safety.  For a paper copy of this report, please contact the Office of Vice Provost for Student Success, 133 Strong Hall, 785-864-4381.  
To be considered further, please submit all required materials.  Initial review of complete applications begins on _______.  The search committee will notify you if you are a finalist or when the position has been filled.

Sincerely,
Sample Letter to Applicant Not Chosen Based on Qualifications

Dear :

The Search Committee has reviewed all applicants for the _____ position based on the required and preferred qualifications in the position description. While you were not selected for our interview, we appreciate your interest in the position and encourage you to apply for future openings. Best wishes for success in your future professional endeavors.

Sincerely,

Sample Letter to Candidate Interviewed but Not Chosen

Dear :

As Chair of the Search Committee, I would like to thank you on their behalf for agreeing to and participating in an interview for the position of _____ at the University of Kansas.

Interviews have been completed and the position was offered to another candidate. There were a number of qualified applicants and the decision was a difficult one.

We appreciate your interest in our position and encourage you to apply for future openings at the University of Kansas.
Sincerely,
Sample Letter to Applicants 
(Position Cancelled/Closed without Hire)

Dear,

We have received your application for the position of ___________ . Unfortunately, recruitment of the position has been cancelled/closed without hire. Should the position be reopened, it will be re-advertised and we invite you to reapply at that time. 

We appreciate your interest in employment at the University of Kansas and encourage you to apply for future openings.
Sincerely,

