Sample Letter: Candidates Not Interviewed

 

DATE


<Title> <FirstName> <LastName>
<Address1>
<Address2>
<City>, <State> <PostalCode>

Dear <Title> <LastName>:

Thank you for applying for the <JobTitle> position in the <DepartmentName> department.

Your skills and background have been reviewed and indicate you have much to offer. Due to the number of applicants whose background more closely matches the skills we are seeking, you will not be contacted to interview for this position.

I will keep your resume on file should other positions become available which better match your skills and background.

Thank you for your interest in the University of Michigan Health System.

Sincerely,

 

 

<Name>
<Title>

