 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Rejection of the job candidate

Thank you for coming to the interview dated [ date ] fpr the post of [ position ].

The competition for the vacancy this time has been very strong. We are sorry to tell you that your application has been considered unsuccessful. However, we would like to keep your personal particulars on record for three months. If we have an appropriate vacancy for  you in the future, we will contact you immediately.

Thank you for your interest in our Company and we wish you every success on your career.

Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

