Date

Dear «Salutation»:

I am pleased to inform you that you have been selected to participate in the interview process for the position #«PositionNbr», «PosnDescr» in the department of «Department» for which you applied.  You will be contacted by phone or mail shortly regarding the dates for this process.  

If you have not already completed the enclosed Applicant Data Sheet, please do so at this time.  This information is used for federal reporting.  The Applicant Data Sheet should be returned directly to the address on the form.  Your cooperation is greatly appreciated.

If you have questions regarding the search process, please contact the person listed on the job advertisement.  We look forward to interviewing you.

Sincerely,

Search Committee Chair

