October 11, 2011
«First» «Last»
«Address1»
«Address2»
«CityStZip»
Dear «Title» «Last»:

Thank you very much for coming in to interview for the position of «Position» at Alfred University. We enjoyed the opportunity to meet with you, and your qualifications are quite impressive. We have, however, selected another candidate for the position who more closely meets our needs. We will keep your resume on file for a period of six months, so that you may be considered for future job opportunities.

Thank you for your time and interest in Alfred University. 

Sincerely,

“Jane Doe”
“Department Recruiting Officer”
