To applicants who were interviewed but not selected: 

Dear XXXXXXX, 

   We appreciate the interest that you have shown and the time you have spent interviewing with us about the [position title] vacancy at [dept/unit].   However, I am writing to notify you that this position has been offered to and accepted by another candidate. 

    It was a pleasure speaking with you and I extend my best wishes on your employment search.

 Sincerely, 

XXXXXXXXX 

