“Sample” Rejection Letter for departments to edit as appropriate

Internal Candidate Interviewed
Dear:

Thank you for your interest in the [position title] position within the [department name] department. (The Search Committee or individuals in a department who interviewed, etc.) I appreciate the time you devoted to our interview(s) and the opportunity to have met with you.
However, after serious consideration, we have selected another candidate whose skills, background, and education are more closely matched to the needs of the position.

You are to be commended on your fine qualifications and professional accomplishments.
(I, We) wish you success in your search for job opportunities on campus and wish you continued success at The College of New Jersey.
Sincerely,

