SAMPLE EPA NOTIFICATION LETTER

Instructions:  Prepare and send a notification letter to all candidates who were interviewed but not hired.  In addition, please keep a copy of each letter in the search file. 

________________________________________________________________










(Date)

Candidate’s Name

Address

City, State, Zip

Dear (Candidate):

After careful evaluation, the position of (give title and EPV number) has been filled by a candidate whose education and experience more appropriately match our needs.

Thank you once again for your interest in employment at North Carolina State University (Department Name) and for providing us with an opportunity to review your credentials.

Sincerely,

(Your Name)

(Your Title)

