[Date]
[Name]

[Address]

Dear [Candidate Name]:

Thank you for giving us the opportunity to review your qualification for the position of [position title] in the Office of [name of department].

After careful evaluation of the qualifications of all the applicants, I must inform you that the offer of employment was made to another individual.  Invariably these decisions are difficult to make when one is choosing from among qualified candidates who want to work for you and The University of Alabama.

I appreciate your taking the time to meet with us and your interest in employment opportunities at The University of Alabama.  The Department of Human Resources makes job opportunities known through the University’s website at jobs.ua.edu. We encourage you, if you are interested, to make use of these announcements.  
Thank you again for your interest in The University of Alabama.  We wish you well in your pursuit of a position that makes full use of your skills, abilities, and experience.

Sincerely,

[Name]

[Title]

