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Ms. Jane Smith
123 Flower St
Anytown USA 45678

Insert date here

Dear Ms. Smith,

Thank you for taking the time to interview for the Library Director position at the Anytown Public LIbrary.  We interviewed several qualified applicants and our decision was very difficult.  However, we have selected another candidate whose background, skills and work experience better meet the needs of the library at this time. We are honored that you chose to apply to the Anytown Public Library and wish you the best in your future job search efforts.

Sincerely,


John Doe, President
Board of Trustees
Anytown Public Library 
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