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This sample letter can be sent to 
applicants as a decline to interview.

[Date]
[Name of Applicant]
[Address]
[City, State, Zip]
Dear [Name of Applicant],

On behalf of the search committee for the [name of position] in the [department] at the University of Connecticut, we would like to thank you for your application.  This search garnered a very competitive applicant pool.  After careful review of your application, we regret to inform you that we have decided not to move forward with your candidacy at this time.  The search committee greatly appreciates the time and effort that you put into the application process.  
We wish you the best of luck as you explore new career opportunities and encourage you to apply for other positions at the University in the future. 

Thank you for your interest in employment at the University of Connecticut.  

Sincerely,

[Search Committee Chairperson]
[Department Contact information]
The University of Connecticut is an AA/EEO employer. 
