
Sample Regrets Le.ers 
Once you have made an offer to your preferred candidate and the individual has signed off on the hiring le7er, 
the search is over and regret le7ers can be sent to all applicants. Below are two examples that you may adapt 
as needed.

For Candidates Who Were Not Interviewed

Dear <Name>: 

On behalf of <OrganizaDon>, I want to thank you for your interest in the chief execuDve posiDon. I am wriDng to
inform you that the search for this posiDon has concluded with the selecDon of a new execuDve. 

The transiDon commi7ee was faced with the challenge of choosing among many qualified candidates for the 
open posiDon. We certainly appreciate your interest in the posiDon and wish you all the best in your 
professional pursuits and goals. 

Sincerely, 
<Name> 
TransiDon Commi7ee Chair or Board Chair
 

For Candidates Who Were Interviewed

Dear <Name>: 

On behalf of the board of directors of <OrganizaDon>, I want to thank you for your interest in the chief 
execuDve posiDon and for taking the Dme to interview with us. I am wriDng to inform you that the search has 
concluded with the selecDon of a new execuDve.  

The transiDon commi7ee was faced with the challenge of choosing among many qualified candidates for the 
open posiDon.  While in the end we hired another candidate, we want you to know that we were impressed 
with your qualificaDons and abiliDes. 

Thank you and best wishes for your conDnued success. 

Sincerely, 
<Name> 
Leadership TransiDon Commi7ee Chair
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