Sample Letter to Applicants – Position Closed
(Date)
(Applicant’s Name, Title)

(Address)

Dear (Applicant):
Thank you for submitting your CV to the Search Committee for the (Title and Position) at the University of California, San Francisco School of (Dentistry, Medicine, Nursing, Pharmacy).

It is our top priority to select a candidate who best matches the skills and experience required to excel in this position. After careful consideration we have decided to not fill this position. 
We appreciate your interest in this position and wish you continuing success in your career.
Sincerely,
(Search Committee Chair Name and Title)

