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SAMPLE  LETTERSSAMPLE  LETTERS

AAAACCCCKKKKNNNNOOOOWWWWLLLLEEEEDDDDGGGGEEEE    RRRREEEECCCCEEEEIIIIPPPPTTTT    OOOOFFFF    AAAAPPPPPPPPLLLLIIIICCCCAAAATTTTIIIIOOOONNNN #1#1

This is to acknowledge receipt of your application for the position of             (title)              in the 
office/department   at the University of Wisconsin-Madison.  I will notify you of your status after the
initial screening of candidates.  I expect the initial screening to be completed                     .  [optional: In
the meantime, please provide   (additional information)    at your earliest convenience.]

I would appreciate it if you would take a moment to complete the enclosed Affirmative Action Data
Questionnaire and return it in the enclosed Business Reply Mail envelope.  Submission of this information
is entirely voluntary and will not affect your position application.

Please note that unless confidentiality is requested in writing, information regarding applicants must be
released upon request.  Finalists cannot be guaranteed confidentiality.

AAAAPPPPPPPPLLLLIIIICCCCAAAATTTTIIIIOOOONNNN    RRRREEEECCCCEEEEIIIIVVVVEEEEDDDD    AAAAFFFFTTTTEEEERRRR    DDDDEEEEAAAADDDDLLLLIIIINNNNEEEE////
NNNNOOOO    LLLLOOOONNNNGGGGEEEERRRR    AAAACCCCCCCCEEEEPPPPTTTTIIIINNNNGGGG    AAAAPPPPPPPPLLLLIIIICCCCAAAATTTTIIIIOOOONNNNSSSS #2#2

Thank you for your interest in the position of                      in the     (department)   , University of
Wisconsin-Madison.  Because your application was received after the deadline, I am sorry to inform you
that it is not among those being evaluated for the position.  If the position is announced again in the
future, I encourage you to reapply at that time.

LLLLEEEETTTTTTTTEEEERRRR    TTTTOOOO    NNNNOOOOMMMMIIIINNNNEEEEEEEE #3#3

You have been nominated as an individual who should be considered for the position of                (position
description enclosed) at the University of Wisconsin-Madison.  If you wish to be considered for this
position, please send a cover letter to that effect along with a current resume.

Please note that unless confidentiality is requested in writing, information regarding applicants must be
released upon request.  Finalists cannot be guaranteed confidentiality.

Feel free to telephone me at                  if you have any questions.

RRRREEEEAAAASSSSOOOONNNNAAAABBBBLLLLEEEE    AAAACCCCCCCCOOOOMMMMMMMMOOOODDDDAAAATTTTIIIIOOOONNNN    PPPPAAAARRRRAAAAGGGGRRRRAAAAPPPPHHHH #4#4
[If a letter is used as part of the interview scheduling process,
the following paragraph will be added.]

It is the policy of the     (unit or department)     to provide reasonable accommodations for qualified
persons with disabilities who are employees or applicants for employment.  If you need assistance or
accommodations to interview because of a disability, please contact me at     (address or telephone number
of the person signing the letter)    .  Employment opportunities will not be denied to anyone because of
the need to make reasonable accommodations to a person's disability.
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AAAAPPPPPPPPLLLLIIIICCCCAAAANNNNTTTT    DDDDOOOOEEEESSSS    NNNNOOOOTTTT    MMMMEEEEEEEETTTT    MMMMIIIINNNNIIIIMMMMUUUUMMMM    QQQQUUUUAAAALLLLIIIIFFFFIIIICCCCAAAATTTTIIIIOOOONNNNSSSS #5#5

We have completed the initial screening of applications for the position of                         in the
(department)     at the University of Wisconsin-Madison.  I am sorry to inform you that you do not meet
the minimum qualifications for the position.

Thank you for your interest in employment with us.  I wish you success in your job search.

QQQQUUUUAAAALLLLIIIIFFFFIIIIEEEEDDDD    AAAAPPPPPPPPLLLLIIIICCCCAAAANNNNTTTT    NNNNOOOOTTTT    SSSSEEEELLLLEEEECCCCTTTTEEEEDDDD////NNNNOOOOTTTT    IIIINNNNTTTTEEEERRRRVVVVIIIIEEEEWWWWEEEEDDDD #6#6

The initial screening of applications for the position of                       in the      (department)     at the
University of Wisconsin-Madison has been completed.  I am sorry to inform you that you were not selected
as one of the finalists.

We had a number of highly qualified applicants and would like to thank you for your interest in
employment with us.  We wish you success in your job search.

QQQQUUUUAAAALLLLIIIIFFFFIIIIEEEEDDDD    FFFFIIIINNNNAAAALLLLIIIISSSSTTTT    NNNNOOOOTTTT    SSSSEEEELLLLEEEECCCCTTTTEEEEDDDD    ((((aaaatttt     eeeennnndddd     oooo ffff     sssseeeeaaaarrrrcccchhhh)))) #7#7

Thank you very much for interviewing for the position of                       in the    (department)    at the
University of Wisconsin-Madison.  I am sorry to inform you that the position has been offered to and
accepted by another applicant.

Thank you for your interest in this position.  We wish you success in your job search.

EEEEMMMMPPPPLLLLOOOOYYYYMMMMEEEENNNNTTTT    IIIINNNNQQQQUUUUIIIIRRRRYYYY    RRRREEEECCCCEEEEIIIIVVVVEEEEDDDD    ((((ddddoooo     nnnnoooo tttt     hhhhaaaavvvveeee     aaaannnn     ooooppppeeeennnn iiiinnnngggg)))) #8#8

Thank you for your interest in employment with  (department/office)  at the University of Wisconsin-
Madison.  At the present time, we do not have any openings in your described areas of interest.

You may be interested to know that academic staff vacancy listings are announced in the UW-Madison
campus newspaper, Wisconsin Week, which is published biweekly.  For information about obtaining a
subscription and the current subscription rate, call (608) 262-3846 or write to: Wisconsin Week,
19 Bascom Hall, 500 Lincoln Drive, Madison, Wisconsin  53706.

Employment opportunities with the UW-Madison are also available on the Internet.  Please call the
Academic Personnel Office at (608) 263-2511 for a copy of their "WiscInfo" brochure.

We wish you success in your job search.

EEEEMMMMPPPPLLLLOOOOYYYYMMMMEEEENNNNTTTT    IIIINNNNQQQQUUUUIIIIRRRRYYYY    RRRREEEECCCCEEEEIIIIVVVVEEEEDDDD    ((((nnnnoooowwww    hhhhaaaavvvveeee     aaaannnn     ooooppppeeeennnn iiiinnnngggg)))) #9#9

A/an     (Job title)     vacancy in       (department/office)      has become available (Position Vacancy
Listing attached).  Based upon the letter/resume you sent to us previously, it appears that this position
may be of interest to you.  If you wish to be considered for this position, please provide a current resume.

Please note that unless confidentiality is requested in writing, information regarding applicants must be
released upon request.  Finalists cannot be guaranteed confidentiality.
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