
SAMPLE CHART FOR MANAGING APPLICATION DETAILS
(Note: These are not real positions, just examples to show how you can keep track of the positions you are applying for in a chart.  You can cut

and paste the first three columns into separate files for your letter writers to keep track of the places they need to send letters.)

POSITION DEADLINE ADDRESS What to Send Sent Confirmed

Min nesota
(open; asst  prof)

open Name, Title
Depar tmen t  of Sociology
Universit y of Min nesota
909 Socia l Sciences Bu ildin g
267 19th Avenue South
Minn eapolis, MN 55455

CV
lett er
3 lett er s

9/10 9/28

Ohio Sta te
(family,
demography; open)

Sept  14 Sea rch  Committ ee
Depar tmen t  of Sociology
The Oh io St a te Univer sit y
300 Br icker  Hall
190 N ort h  Oval Ma ll
Colum bus, OH 43210-1353

CV
lett er
paper s
3 lett er s of ref

9/10 9/24

Yale
(religion; asst  or
assoc)

Sept  15 Name, Title
Depar tmen t  of Sociology
Yale Univer sit y
P .O. Box 208265
New H aven, CT 06520-8265

lett er  
CV
thesis summary
1 pg r esea rch  in t s
3 lett er s

9/10 9/25
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