
LETTERS OF CORRESPONDENCE 

ACKNOWLEDGEMENT LETTER 
 
I wish to officially acknowledge receipt of your resume and your desire to be the next Head Professional 
at (name of club or course). As you might guess, the CPGA Professional Selection Committee wishes to 
be very careful and thorough in its selection. Therefore, the following time schedules have been 
determined. 
 
Recruiting efforts have begun and resumes of interested persons are to be at (club name) by January 10, 
20___. During the week of January 16-23, 20___, the Selection Committee will do its initial screening 
and determine those to be invited to (club name) for an interview with the Committee. These interviews 
will take place in early February with final selection of the new Head Professional to be made no later 
than February 15, 20___. 
 
In the meantime, if you have any questions concerning the selection process of the professional position 
at (club name), please do not hesitate to call me. I have enclosed some information about (club name) I 
thought might interest you. 
 
Sincerely, 
 
(Name of club or course) 
Chairman Selection Committee 
enclosures 
cc: CPGA Professional Selection Committee 
 

 

INVITATION LETTER 
 
Dear 
 
The CPGA Professional Selection Committee of (club name) would like to extend an invitation for you to 
appear at (club name) on February 10, 20___ at 10 am, as was previously confirmed by telephone. 
 
The interview will take place in two parts. First you will be interviewed by our CPGA Professional 
Selection Committee and then we ask that you make a presentation that outlines why you feel you 
should be our next Head Professional. Please inform our main reception desk of any audio visual needs 
you may have for your presentation. 
 
We look forward to meeting with you. 
 
Sincerely, 
 
(Name of club) 
Chairman Selection Committee 
cc: CPGA Professional Selection Committee 
 



REGRETS LETTER 
 
Dear 
 
On behalf of the Board of Trustees and the CPGA Professional Selection Committee of (name of club) we 
wish to thank you for your interest in the Head Professional position. Your resume and personal 
presentation at the final interview were excellent. 
 
The Committee would like you to know that they were proud to have you as a finalist. Many people 
around the area have indicated to us over the past few weeks that you are a fine person and a high 
caliber CPGA professional. The Selection Committee found it very difficult to make a decision, but had 
decided to hire (name of successful candidate) of the (previous position). 
 
We will be watching your career with interest and will look forward to continuing friendships made this 
past weekend. 
 
Sincerely, 
 
(Name of club) 
Chairman Selection Committee 


