GUIDELINES FOR PREPARING SELECTION DECISION LETTERS FOR APPLIANCTS NOT HIRED


As a professional courtesy, you should send each applicant a letter when you have decided his or her outcome in your selection process.  The following elements should go into letters to applicants who aren’t hired.  At the option of your agency, you might include other elements.

1.
Title:  Use the job title used on the vacan​cy announcement.

2.
Position Number (Optional):  Use the five‑digit position number used on the vacancy announcement.

3.
Appreciation:  Thank the applicant for ex​pressing interest in the job and for taking the time and effort to apply (or to inter​view, depending on where you are in the process).

4.
Not Selected:  Tactfully tell the appli​cant that he or she wasn’t chosen to continue in the process (initial screening) or wasn’t selected for the job (final decision), depend​ing on where you are in the pro​cess.

5.
Future Openings:  Suggest that the person is wel​come to apply for any future openings in your agency.

6.
Closing:  Repeat that you appreciate the applicant's interest.

7.
Signature:  Have the appropriate au​thority sign the letter.

Important considerations
· Try to notify applicants who didn’t pass the initial screening as soon as you can.

· Every applicant deserves a written response, even if you contacted him or her in person or by phone.

· Avoid implying that the applicant was very well qualified or a "close second choice"; don’t try to make the applicant feel better.

· As an option, you can invite the applicant to call a designated person for more detailed information.

· When long delays occur in the selection pro​cess, applicants deserve the courtesy of a phone call or letter.

· Add your agency’s own personal touches to avoid letters that seem canned or like form letters.
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