Sample Letter to Applicant Not Chosen Based on Qualifications

Dear :

The Search Committee has reviewed all applicants for the _____ position based on the required and preferred qualifications in the position description. While you were not selected for our interview, we appreciate your interest in the position and encourage you to apply for future openings. Best wishes for success in your future professional endeavors.

Sincerely,

Sample Letter to Candidate Interviewed but Not Chosen

Dear :

As Chair of the Search Committee, I would like to thank you on their behalf for agreeing to and participating in an interview for the position of _____ at the University of Kansas.

Interviews have been completed and the position was offered to another candidate. There were a number of qualified applicants and the decision was a difficult one.

We appreciate your interest in our position and encourage you to apply for future openings at the University of Kansas.

Sincerely,

Sample Letter to Applicants 

(Position Cancelled/Closed without Hire)

Dear,

We have received your application for the position of ___________ . Unfortunately, recruitment of the position has been cancelled/closed without hire. Should the position be reopened, it will be re-advertised and we invite you to reapply at that time. 

We appreciate your interest in employment at the University of Kansas and encourage you to apply for future openings.

Sincerely,

