Standardized Letters 

· Letter to Major Universities Soliciting Applications or Nominations 
· Letter to Organizations and Associations 
· Letter to Department Chairs 
· Letter Acknowledging Letters of Reference 
· Letter to Applicants Who Have Been Eliminated from Consideration 
· Letter to Interviewees 
· Letter to Announce a Cancelled Search 

Sample Letter To Major Universities 
Soliciting Applications or Nominations 
Dear Colleague: 
The University of Texas at Arlington is currently undertaking a national search for a tenure-track position in the Department of __________________________ and is soliciting applications and nominations. 

The attached Position Announcement describes the nature of the appointment and the qualifications of a successful candidate. I hope you will find it descriptive enough to be of value in determining whether you might wish to nominate one or more candidates. I am requesting your assistance in sharing this announcement with associates, graduate students, professional organizations and other resources available to you. In addition, would you please encourage any women or ethnic minorities to apply for this position. Our goal is to attract greater numbers of such applicants and thereby increase our opportunities to improve the gender and ethnic diversity of our faculty. 

Any assistance you might provide us, including the circulation of the enclosed Position Announcement, will be much appreciated. Please note that there is a specific deadline for the receipt of applications. Nominations received prior to that date will be given full consideration. 

Sincerely, 



Search Committee Chair 
Enclosure78 
Sample Letter to Organizations and Associations 
Dear Colleague: 

The mission of The University of Texas at Arlington includes a commitment to diversity. In our efforts to further diversify our workforce, we continually seek to recruit faculty and staff from underrepresented individuals who share a commitment to our mission. Therefore, we would appreciate your bringing the enclosed Position Announcement to the attention of qualified candidates. (Departments can add their own embellishments here if they choose to do so.). 

Alternatively, if you simply want to forward the names of candidates who you think might be qualified or interested, we would be happy to contact them directly. Thank you very much for sharing this information with your colleagues and for bringing to our attention outstanding candidates for this position on our campus. We look forward to hearing from you. 

Sincerely, 





Search Committee Chair 
Enclosure 
Sample Letter to Department Chairs 
Dear Colleague: 

The Department of ___________ at The University of Texas at Arlington invites applications for a tenure-track/visiting position in ________, anticipated to begin in ______. I would appreciate it very much if you would bring the enclosed Position Announcement to the attention of graduate students or others who you believe are qualified and might be interested in applying for this position. 

I can be reached at (XXX) XXX-XXXX, should you or others have any questions concerning the position. Thank-you very much for any assistance you might provide. 

Sincerely, 



Search Committee Chair 
Enclosure 
 


Sample Letter Acknowledging Letters of Reference 

Dear ____________________: 

Thank you for your letter of reference on behalf of _____________, who has applied for the position of ________________ in The University of Texas at Arlington’s Department of ___________________. 

Your thoughtful letter will be of great assistance to the Search Committee as we begin evaluation of candidates for this position. We appreciate your taking the time to submit this reference. 

Thank you. 


Sincerely, 



Search Committee Chair 


Sample Letter to Applicants Who Have Been Eliminated From Consideration 

Dear_______________: 

Thank you again for applying for the position of _________________in The University of Texas at Arlington’s Department of____________. We had approximately ______applications for the position, including many unusually well-qualified individuals. It was difficult to reduce the pool to one that included those individuals we felt most nearly met or exceeded the qualifications and responsibilities of the position. Only a small number of candidates were retained on the list of finalists for the position. 

While your application was not selected for the final round of consideration, my colleagues and I greatly appreciate the interest you showed in The University of Texas at Arlington and its programs by virtue of your candidacy. I want to congratulate you for your past accomplishments and to thank you sincerely for allowing us the opportunity to evaluate your credentials. I wish you the best for a continued successful career. 

Sincerely, 



Search Committee Chair 
 
Sample Letter to Interviewees 
Dear: 
It was a great pleasure to see you during your recent visit to The University of Texas at Arlington and your interview for the position of _________________in the Department of_______________. 

After an intensive and difficult review of a number of highly qualified semifinalists such as you, the Department has extended an offer to and gained acceptance of Dr. ______________of__________________. We had a number of highly qualified applicants and I would like to congratulate you once again for being one of the finalists. The Search Committee and program faculty were greatly impressed by your credentials. 

My colleagues and I sincerely appreciate your interest in The University of Texas at Arlington and its programs, which you have demonstrated through your candidacy for this position. We extend our best wishes for a successful and rewarding career. 

Sincerely, 




Search Committee Chair 
 
Sample Letter to Announce a Cancelled Search 





Dear: 

The Department of ___________ at the University of Texas at Arlington has ended its search for a faculty member to fill the position of Assistant Professor for which you applied. We were not successful in identifying a candidate who met all of our requirements. 

We very much appreciate your wish to join our faculty, as well as the time, effort and consideration spent in preparing your application. We wish you well in all your future academic endeavors and thank you again for your interest in the University of Texas at Arlington. 


Sincerely, 





Search Committee Chair 
