[Date]
[Candidate’s Address]

Dear [Candidate’s Name],

Thank you for your interest in employment at Northeastern University.  We will review your resume/application and will arrange interviews with individuals whose background and experience most closely match our needs.  Please understand that you will be contacted only if you are selected for an interview.

Please assist us with our Affirmative Action reporting by completing the confidential, voluntary, Applicant Data Information questionnaire located at the following link: http://www.aa.neu.edu/resources.html.
We appreciate your interest in Northeastern University. 

Sincerely

 [Hiring Manager]

