CANDIDATE REJECTION LETTER WITH FUTURE OPPORTUNITIES

[COMPANY NAME]
[COMPANY STREET ADDRESS]
[COMPANY CITY, STATE, ZIP CODE]
[COMPANY PHONE NUMBER]
[COMPANY EMAIL ADDRESS]

[DATE OF LETTER]

[CANDIDATE FULL NAME]
[CANDIDATE STREET ADDRESS]
[CANDIDATE CITY, STATE, ZIP CODE]
[CANDIDATE EMAIL ADDRESS]

RE: Application for the Position of [POSITION TITLE] — Ref. No. [APPLICATION REFERENCE NUMBER]

Dear [CANDIDATE NAME],

Thank you for your interest in [COMPANY NAME] and for taking the time to apply for the position of [POSITION TITLE]. We appreciate the effort you invested in your application and the opportunity to learn about your background and qualifications.

1. APPLICATION AND INTERVIEW SUMMARY

1.1 Position Applied For: [POSITION TITLE]

1.2 Department: [DEPARTMENT NAME]

1.3 Date Application Received: [DATE APPLICATION RECEIVED]

1.4 Interview Date(s): [INTERVIEW DATE(S)]

1.5 Interviewer(s): [INTERVIEWER NAME(S) AND TITLE(S)]

2. DECISION

2.1 Outcome of Application: After careful consideration, we have decided to move forward with another candidate whose qualifications more closely match the current requirements of this role.

2.2 Reason for Decision: [BRIEF REASON FOR DECISION, E.G., THE SELECTED CANDIDATE'S EXPERIENCE ALIGNED MORE CLOSELY WITH THE ROLE'S SPECIFIC REQUIREMENTS]

2.3 Effective Date of Decision: [DATE OF DECISION]

3. ACKNOWLEDGMENT OF CANDIDATE STRENGTHS

3.1 We were impressed by [SPECIFIC STRENGTH OR QUALITY OBSERVED, E.G., YOUR PROFESSIONAL DEMEANOR AND DEPTH OF EXPERIENCE IN [AREA]].

3.2 We believe your skills in [SKILL OR AREA] are valuable and may be well suited to future openings at our organization.

4. FUTURE OPPORTUNITIES

4.1 Retention of Application: We would like to retain your application and resume in our candidate database for consideration for future positions that match your qualifications.

4.2 Consent to Retain Information: Please indicate below whether you consent to our retention of your application materials for this purpose.

[ ] Yes, I consent to [COMPANY NAME] retaining my application materials for future opportunities.

[ ] No, I do not consent to the retention of my application materials.

4.3 Duration of Retention: Application materials will be retained for a period of [RETENTION PERIOD, E.G., TWELVE (12) MONTHS] from the date of this letter, unless you request earlier deletion.

4.4 Future Openings: We encourage you to visit [COMPANY CAREERS PAGE OR WEBSITE] and to apply for positions for which you believe you are qualified.

4.5 Notification of Future Openings: [OPTIONAL: We will notify you of future openings in [DEPARTMENT OR AREA] that may align with your background.]

5. RETURN OF CANDIDATE MATERIALS

5.1 Any original documents or materials you provided to us will be [RETURNED TO YOU / DESTROYED / RETAINED IN ACCORDANCE WITH SECTION 4] as indicated: [SPECIFY].

6. CONFIDENTIALITY

6.1 All information you provided during the application process will be handled in accordance with [COMPANY NAME]'s privacy policy and applicable law.

7. CONTACT INFORMATION

7.1 For questions regarding this letter or your application, please contact:

[CONTACT PERSON NAME]
[CONTACT PERSON TITLE]
[CONTACT PHONE NUMBER]
[CONTACT EMAIL ADDRESS]

8. CLOSING

8.1 We sincerely appreciate your interest in [COMPANY NAME] and wish you success in your future endeavors.

8.2 Please complete and return the acknowledgment below if you wish to consent to the retention of your application materials.

Sincerely,

[COMPANY NAME]

By: ______________________________

Name: [SIGNATORY NAME]

Title: [SIGNATORY TITLE]

Date: [SIGNATURE DATE]

9. CANDIDATE ACKNOWLEDGMENT (OPTIONAL)

9.1 I acknowledge receipt of this letter and have reviewed the information contained herein.

Candidate Signature: ______________________________

Candidate Printed Name: [CANDIDATE FULL NAME]

Date: [ACKNOWLEDGMENT DATE]

10. INTERNAL USE ONLY

10.1 Recruiter: [RECRUITER NAME]

10.2 Requisition Number: [REQUISITION NUMBER]

10.3 Date Letter Sent: [DATE LETTER SENT]

10.4 Delivery Method: [EMAIL / MAIL / OTHER]
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