 (Insert Date) 
(Insert Applicant’s Name) 

(Insert Applicant’s Address) 

(Insert City, State, Zip Code) 
Dear (Applicant’s Name) 
Thank you for your interest in the (Insert Position Title and Department Name) at Delta State University.
During the recruitment period for this position, our office received numerous applications from qualified, interested applicants. Your qualifications, along with those of other applicants, have been carefully reviewed. We regret to inform you that we have chosen to pursue other candidates for this position.
Please accept my sincere thanks for your interest in this position, and in employment with Delta State University. I wish you success in your continuing effort to seek a rewarding, challenging position. 
Sincerely, 
(Insert Hiring Manager’s Name) 

(Insert Department’s Name)
