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          University at Albany

        State University of New York






Date

(Name)

(Address)

(City, State, Zip)

Dear 

I would like to take this opportunity to thank you for your interest in the position of _____________________ in the Office of ___________________.  We have identified a candidate whose qualifications more closely meet those stated for the position.  We have made an offer and received an acceptance.

The Search committee and _________________ staff were impressed with your presentation and your confidence in the interview process.  The combination of your experience and your education will serve you well in your pursuit of a new position.  I wish you the best of luck in your job search and in the future.







Sincerely,







(Name)







(Title)







(Department/Office)

<Department> / <Address> / <Address> / <City, State, Zip>

Telephone (   )  / Fax (   )


