 (Insert Date) 
(Insert Applicant’s Name) 

(Insert Applicant’s Address) 

(Insert City, State, Zip Code) 
Dear (Applicant’s Name) 
Thank you for agreeing to come to Delta State University for an interview in the search process to fill the (insert position name here).
We were impressed with all of the finalists and each presented a unique and attractive set of skills, abilities, and experience. After evaluating feedback from those involved in the interview process and careful deliberation about each candidate’s potential contributions to the position, the search committee made its recommendations, and the Dean has chosen a finalist whom we believe is well qualified to fill this position. 

There is much to be admired in your record and I wish you the best in obtaining the position to which you aspire. Thank you for your interest in our position.

Sincerely, 
(Insert Hiring Manager’s Name) 

(Insert Department’s Name)
