[Date]

[Applicant]

[Applicant's Address]

Dear [Applicant's Name]
:

Thank you for taking the time to meet with us regarding the [Job Title]
 position.

We spoke with many qualified applicants and were left with a very difficult decision.  While your qualifications were impressive, we have elected to offer the job to another candidate.

We wish you the best of luck in finding a position that will further your skills and experience.  We will keep your resume on file for a period of time, and will contact you if our needs change.

Thank you again for your time.




Very truly yours,




_________________________________




[Company's Representative]
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Enter the date that the rejection letter will be sent.


�PAGE \# "'Page: '#'�'"  ��IMPORTANT TIP


As a courtesy to the applicant, make sure that you send the rejection letter to the appropriate address.  It may create ill feelings and cause a problem for the applicant if the rejection is inadvertently sent to the applicant's current employment address.
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As a courtesy to the applicant, make sure that you send the rejection letter to the appropriate address.  It may create ill feelings and cause a problem for the applicant if the rejection is inadvertently sent to the applicant's current employment address.


�PAGE \# "'Page: '#'�'"  ��WHAT


Enter the applicant's name as it should appear in the salutation.








HOW


If you have interviewed the applicant at least once and have developed a good relationship, you may want to personalize the letter by using the applicant's first name, rather than the more formal "Mr.", "Mrs.", or "Ms."
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Enter the job title or position that the applicant had applied for.








WHY


While the applicant will likely know the position that he or she applied for, this helps to personalize the letter.
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The rejection letter should come from an individual, not from the company at large.





