Sample letter to acknowledge receipt of nomination application (nomination by someone other than nominee)

Dear Dr. (last name),

I am pleased to inform you that you have been nominated by (name) to serve on (council/committee/task force) for the (name of constituent organization).

A nomination form has been submitted.  Assuming you are interested in being considered for this position, please forward your CV with a letter detailing your interest in serving on the (council/committee/task force).  Please send to (provide address) no later than (date).

The nominating committee will review your application, letter and CV.  The committee will interview candidates (state whether by phone or in person) (state time frame).

Please feel free to contact me with any questions.  We look forward to working with you to advance our specialty.

Sincerely,

Name, degrees
Title (for example, chair, nominating committee)

