SAMPLE LETTER 
APPLICANT’S ACKNOWLEDGING RECEIPT OF MATERIAL

Date

Name of Applicant

Applicant's Address

Dear [Applicant]:
We have received your application for the position of [Title] in the [Department] in the School of Education, at University of Wisconsin–Madison. We are reviewing applications and expect to schedule interviews in the next couple of weeks. I will contact you after we review the applications with the status of your application.

I would like to ask for your help so we can provide equal access and equal employment opportunity at UW–Madison.  We receive federal contracts and are required by law to ask for information from job applicants to monitor our recruitment and selection activities. Filling out the web-based questionnaire is completely voluntary. It is your choice, not required. We will use information from job applicants to measure the effectiveness of our AA/EEO recruitment and selection activities. We will keep this information confidential and not use it to make hiring decisions.  

Please use your PVL number to complete the AADQ form online at http://www.oed.wisc.edu/forms.html.  Remember to hit the “submit” button at the bottom of the page to complete your form.

Unless you ask in writing for confidentiality, we must share your other applicant information if someone asks for it. (This does not apply to the AADQ form). We cannot guarantee confidentiality to position finalists. 
See http://www.safeu.wisc.edu or call the Dean of Students office at (608) 263-5700 for a paper copy of UW–Madison campus safety information, crime statistics, and annual Security Report.  
If you need to request an accommodation because of a disability you can find information about how to make a request at the following website: http://www.oed.wisc.edu/478.htm.
Thank you again for your interest. We appreciate the time you spent to apply for this position.

Sincerely,
[Name], Chair

[Position] Search and Screen Committee
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