 (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.
It was a pleasure speaking with you to discuss your background and interest in the (insert job title) at our University. We appreciate your time, attentiveness and patience throughout the interview process. We had several highly qualified candidates for the position and it has been a difficult decision, but 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)
