SAMPLE OF INTERIM LETTER TO APPLICANTS

Dear ___________________:

I am writing to let you know that we are still very interested in your application for the position of Assistant Director, Upward Bound, in Student Affairs and Services.

We have been reviewing the applications for the position and are currently in the process of selecting applicants for telephone interviews.  We anticipate this will occur in late September.   After the telephone interviews, we will select candidates for on-campus interviews.  Soon after, a final decision will be made as to the successful candidate.

As this is such an important position to us and as the process tends to seem very slow, especially while we are in the review process, we wanted to confirm our continuing interest in you and let you know where we are in the process.

We will contact you again as soon as we can.

Sincerely,

Pamela Pugh

Chair, Search Committee

