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SAMPLE SHRA NOTIFICATION LETTER

Instructions:  Prepare and send a notification letter to all candidates who were interviewed but not selected for hire.  In addition, please keep a copy of each letter in the search file.  As a reminder, search files should be maintained for three years from the last date of activity.

                                                                                               

(Date)

Candidate’s Name
Address
City, State, Zip
Dear (Candidate Name):
Thank you for your interest in the (position working title) position in the (department) at NC State University.  We appreciate the time and effort you put into preparing your materials and the interview process; and we valued the opportunity to review your credentials and speak with you about this position.  After careful evaluation, we have chosen to move forward with another candidate whose qualifications and credentials best match the needs of the position and the department.
We hope that you will continue to pursue opportunities at NC State University; and we wish you success in your future endeavors.
Sincerely,
(Your Name)
(Your Title)
