Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Applicant Rejection Letter

[Date]
Dear:

Thank you for applying for our open [Job Title] position. We appreciate the time you took to [submit an application or come in for an interview]. After careful deliberation, we felt that another candidate for the [Job Title] position was more qualified for the role.

We wish you the best of luck in your job search.  [Optional: If you find another position we are hiring for that you feel qualified to perform, we invite you to apply on our company website.]  

Sincerely,
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