Letterhead

DATE

Name

Address

City, State, Zip

Dear (Applicant),

Thank you very much for your interest in the (Position Title) position, with the (Department Name) at the University of Utah.

We interviewed a number of excellent candidates for this position.  While we were impressed with your qualifications we have chosen another individual whose qualifications more closely meet the current needs of the department.

Although you were not selected for this position, we wish you success and encourage you to continue in your professional pursuits.

We would also like to encourage you to continue to apply for positions at the University.  The University of Utah job listing web site can be accessed by visiting: http://www.hr.utah.edu/joblist/ .

Again, thank you for your interest in joining our staff in the (Department Name).

Sincerely,

Interviewer’s Name

Title

Department Name

