


Sample email draft to send to prospective candidates
Dear Prospective Candidate Name, 
We have recently launched a search for the role of Position Name in Unit Name here at the University of Georgia.  
This position serves as the chief operating officer for the office, so it is important to us that we find the right person. 
UGA’s research enterprise is growing at a rapid pace. Our R&D expenditures surpassed $450M last fiscal year, which represents a five-year growth rate of more than 33%. We’ve also grown industry-sponsored research more than 600% in that time. Notably, this is an area of priority and support from our senior administration, which paves the way for future growth and development opportunities. 
If you would be open to learning more, we would appreciate the opportunity to share some additional information about the position with you.  
We are highly interested in your personal consideration. Of course, we know that timing is everything. If this is not the right time for you personally, we would greatly appreciate your recommendations of strong colleagues whom you feel fit this description.
Thank you for your time and consideration. 

Respectfully, 
George Washington, Associate Vice President
John Adams, Director 
Thomas Jefferson, Executive Director 



