Appendix 5-H Sample Letter of Rejection

Dear (name):
Thank you for your interest in the position of (class title) in the (department) at the University of Wisconsin-Madison. I am sorry to inform you that the position has been offered to and accepted by another applicant.

We appreciate your interest in employment with us. We wish you success in your job search. [Optional: We will consider you for additional vacancies as they arise.]
Sincerely,

(Human Resources Manager/Representative)
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