SAMPLES OF NON-SELECTION LETTERS

Once a position is designated as filled, the application system will send out automatic emails to applicants who were not selected for hire. However, departments can send out additional letters to those candidates who went through the interview process and were not selected if they wish to do so. The non-selection letter should be sent after a selected candidate has been identified. We also need to make these candidates aware that the application system will automatically notify all applicants who were not selected for the position, so they are aware they will be receiving another rejection notification.
Sample 1:
Applicant Name

Applicant Address

Dear Applicant:


I wanted to let you know how much I appreciated the opportunity to discuss with you your application for the ____________________________ position in the [Office/Department].  We had several excellent candidates for the position and the final decision was a difficult one.  While we will not be offering you the position in our department, I encourage you to continue to apply for other positions/seek promotions within the University Community in areas that you have interest.  You exhibited a sense of professionalism and interest in UNC Chapel Hill that is to be commended.


If I can be of further assistance in your career aspirations/aspirations to move forward with your career at UNC Chapel Hill, please do not hesitate to call me.


Best wishes in your future career endeavors.

Sincerely,

Sample 2:

Applicant Name

Applicant Address

Dear Applicant:


We are pleased to have the opportunity to interview you for the position of ________________________.  We had many strong applicants and are delighted you considered this position as a desirable career opportunity.


In the selection process, we evaluated the relative knowledge, skills, and abilities of all applicants in an effort to choose the individual whose overall qualifications best matched the requirements of the position in question.


The position has been offered to another candidate.  We wish to thank you for the time you spent on the interview and application.  We appreciate your interest in the [Department] and UNC Chapel Hill.  My best wishes for your continued success.

Sincerely,

Sample 3:

Applicant Name

Applicant Address

Dear Applicant:

It was a pleasure meeting with you to discuss your background and interest in the [Posting Title] position.  We appreciate the time you spent interviewing with our department and your interest in being a part of our team.

This letter/email is to inform you that our offer has been accepted by another candidate. While this decision was a difficult one, we must select the highest qualified candidate for each position.
We encourage you to remain informed of current employment opportunities with UNC Chapel Hill by visiting our Careers at Carolina webpage, and to apply for those positions for which you feel qualified.

We do thank you for your time and we wish you well in pursuit of your professional endeavors.
Sincerely,
