Keeping candidates warm email template 

Dear [X],

I hope your week is going well! I wanted to check in and let you know that I’m still gathering feedback after your interview with the search committee.

It may take a few more days to hear from all of the search committee members, and I didn’t want you to think I had forgotten about you.

You may have questions for me, and I hope you’ll let me know if that is the case. I will be in touch as soon as the search committee’s feedback is complete, but I am always happy to answer your questions in the meantime.

Thanks, and have an outstanding day!

Yours,
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