Sample Letter of Acknowledgement 

(use when mailing hard-copy EEO cards to applicants)
RECEIPT OF APPLICATION MATERIALS

DATE
name

street

city state zip

Dear name:

I wish to acknowledge receipt of your application for the (POSITION TITLE) position at Prairie View A&M University (PVAMU).  The search committee will review all completed applications after the application deadline, (ADVERTISEMENT DEADLINE), and will communicate with you regarding the progress of the search.

PVAMU is an Equal Opportunity and Affirmative Action educator and employer.  In order to implement affirmative action policies and procedures in hiring and to provide valid information regarding these efforts when requested by governmental agencies, we request that all applicants for positions complete and return the enclosed form to the Office of Equal Opportunity.  This information is for statistical and official affirmative action purposes only and will not be used to determine eligibility for the position. Failure to comply will in no way disqualify you from consideration for employment.

I also wish to inform you that PVAMU employs only U.S. citizens and lawfully authorized non-U.S. citizens.  All new employees must show employment eligibility verification as required by the U.S. Citizenship and Immigration Services.

Thank you for your interest in employment at Prairie View A&M University.

Sincerely,

(NAME OF CHAIR)

Chair, Search Committee

