SAMPLE LETTER, REJECTION

INTERNAL CANDIDATE, INTERVIEWED
 

Dear [Internal Applicant],

 

Thank you for your interest in the open position of [name of position applied for].  [The Search Committee or individuals in a department who interviewed, etc. and] I appreciate the time you devoted to our interview[s] and the opportunity to have met with you.  You are to be commended on your fine qualifications and professional accomplishments.  However, after serious consideration, the position has been offered to an individual whose specific skills and experience are more closely matched to the needs of the [position or department/college/University].

 

[I/we] wish you success in your search for enhanced professional opportunity and hope that you are able to meet those needs with continued employment at Illinois State University.

 

Sincerely, 

 

 

 

[Search Committee Chairperson or other Hiring Authority name/title]

