SAMPLE REJECTION LETTER – NON SELECTION (FINALIST)

PLEASE PUT ON BCC LETTERHEAD
Date

Name

Address

City, State, ZIP

Dear Ms/Mr (first and last name):

I would like to thank you for giving us the opportunity to examine your credentials and interview you here at Bronx Community College. We have been fortunate to secure very strong candidates as finalists for the (NAME OF POSITION) position, under JOB ID #(FOUR DIGIT NUMBER). 

The Search Committee had a most difficult task of making recommendations to the hiring manager because of the high qualifications of the finalists. The Committee found your credentials to be exemplary and most noteworthy. At this time, we must inform you, however, that another finalist was chosen for this position. 

Again, my colleagues and I sincerely appreciate your interest in Bronx Community College.  We extend our best wishes in reaching your professional goals.
Sincerely,

Chair, Search Committee 
