SAMPLE LETTER  
APPLICANTS THAT DO NOT MEET MINIMUM QUALIFICATIONS
(Cut and paste onto letterhead for your department/unit). This can be emailed to applicants.
Date

Name of Applicant

Applicant's Address
Dear [Applicant]:
Thank you for taking the time to apply for the position of [Title] in the [Department/Unit] in the School of Education at the University of Wisconsin–Madison. We carefully reviewed your materials and regret to tell you that we cannot consider your application because it does not meet the minimum qualifications of [add specifics].

Thank you for your interest in employment at UW–Madison.  I wish you success in your job search.

Sincerely,

[Name]
