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Sample Rejection Letter 
 
 
 

Date 
 
 
 
Inside Address 
______________________ 
______________________ 
 
 
 
Dear ______________: 
 
On behalf of the search committee for the position of _____________________, I would like to 
thank you for sending us your impressive application and materials.  It was very difficult for the 
search committee to narrow its focus down to its final recommendations.  While we were very 
impressed by your credentials and your potential to contribute significantly to our goals, the 
committee felt that a few other candidates offered a slightly stronger match to our needs. 
 
Because of the strength of your application, should we not find a suitable candidate from this group, 
the search committee wishes you to know that we would like to call on you for an interview.  We do 
realize that you may have made alternative employment arrangements and may not be available to 
meet with our search committee at a future time.  (This paragraph should be used only if 
appropriate.) 
 
We deeply appreciate the time and effort that you spent in preparing your materials and meeting 
with us.  We apologize for the time it has taken us to get back to you because of the large number of 
extremely well qualified applicants.  If you have any comments or questions which you wish to 
share with the committee, please feel free to contact me at _____________________. 
 
Sincerely, 
 
 
 
____________________________ 
Search Committee Chairperson 
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