


SAMPLE LETTER TO CANDIDATE – Acknowledging Receipt of a Ministerial Profile


Dear 

This letter comes to you from the Search Committee of _________________ United Church of Christ, located in _________________. We want to acknowledge receipt of your UCC Ministerial Profile recently forwarded to us by the _________________ Conference/Association office.

We are very grateful for your interest in our pastoral position, and we want to assure you that your profile will be read carefully and will receive thoughtful consideration by the members of our Search Committee. 

As you know, the process of reading and evaluating Ministerial Profiles is a time-consuming one. We plan to move as quickly and prayerfully as possible, and we will be back in touch with you after all of our members have had an opportunity to review your material.

We pray for God’s continued guidance on your search process.

Sincerely,
				


SAMPLE LETTER TO CANDIDATE – Whose Profile You Have Retained


Dear 

The members of the Search Committee of _________________ Church have completed our careful review of your Ministerial Profile. We want you to know that we decided to retain your profile for further consideration. 

We are still in the very early stages of our process, and we are continuing to read a number of profiles. We will try to be in touch with you every few weeks to keep you updated on our progress.

In the meantime, we would ask that you contact us if you accept another offer. 

May God bless your ongoing ministry.

Sincerely,	
		
					

SAMPLE LETTER TO CANDIDATE – No Longer Under Consideration


Dear

The members of our Search Committee have prayerfully and carefully reviewed your Ministerial Profile. At our most recent meeting we came to the point of decision about your materials, and we want you to know that you are no longer under consideration.**

Making these decisions is a painful process — for committee members and candidates alike. We are grateful for your interest in our church, and we ask that God continue to bless your life and ministry. 

Sincerely,





** Your Search Committee could be more personal and more specific in the next sentence, sharing information that may help the candidate understand why you made your decision, for example:

We made the decision to eliminate you from our pool of candidates because one of our expectations is that the new pastor will have…

	several years of previous parish experience . . .
	more experience working with small, family-sized churches . . .
	firsthand experience with mission and outreach programs . . .
	more experience supervising church staff . . .



SAMPLE LETTER TO CANDIDATE – In Whom You Have Particular Interest


Dear

The members of the Search Committee of _________________ Church have completed our careful review of your UCC Ministerial Profile. We have retained the profile because we are enthusiastic about your ministry experience as well as your many gifts and skills. 

As you know, we are still at a very early stage in our process; we will continue to review profiles for several more weeks. We will keep you informed at regular intervals because we do have particular interest in your candidacy.

We would ask that you be in touch with us if you are seriously considering accepting another offer. 

Our committee members will hold you in prayer, and we ask that you do the same for us as we move through our discernment process.

Sincerely,






