ENTRY-LEVEL CANDIDATE REJECTION LETTER

[DATE]

[CANDIDATE NAME]
[CANDIDATE ADDRESS LINE 1]
[CANDIDATE ADDRESS LINE 2]

RE: Application for [POSITION TITLE] — [REQUISITION NUMBER]

Dear [CANDIDATE NAME]:

Thank you for your interest in the [POSITION TITLE] position at [COMPANY NAME] and for taking the time to submit your application and speak with our team. We appreciate the effort you invested in the process.

1. APPLICATION DETAILS

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 After careful consideration, we have decided not to move forward with your application at this time.

2.2 This decision was based on the qualifications and experience of the candidate pool relative to the requirements of the role, and is not a reflection of your potential or professionalism.

2.3 This decision is final for the current hiring cycle for this position.

3. REASON FOR NON-SELECTION

3.1 Primary Reason: [SELECTION REASON — E.G., MORE EXPERIENCED CANDIDATE SELECTED, ROLE REQUIREMENTS NOT MET, POSITION FILLED]

3.2 Additional Feedback (Optional): [OPTIONAL FEEDBACK]

4. KEEPING YOUR INFORMATION ON FILE

4.1 We will retain your application materials in our records for [RETENTION PERIOD] and may contact you if a suitable opening arises.

4.2 If you prefer that we not retain your information, please notify us at [CONTACT EMAIL OR ADDRESS] and we will remove your records in accordance with applicable law.

5. FUTURE OPPORTUNITIES

5.1 We encourage you to apply for future positions that match your skills and interests.

5.2 Current openings may be viewed at [CAREERS PAGE URL OR LOCATION].

6. ACKNOWLEDGMENT AND RELEASE

6.1 By signing below, the candidate acknowledges receipt of this letter and confirms that the information provided in the application was accurate to the best of the candidate's knowledge.

6.2 The candidate releases [COMPANY NAME] and its representatives from any claim arising from the hiring decision described in this letter, to the extent permitted by law.

6.3 This letter does not create any contract of employment or obligation on the part of [COMPANY NAME].

7. CONTACT

7.1 Questions regarding this decision may be directed to [CONTACT NAME], [CONTACT TITLE], at [CONTACT PHONE] or [CONTACT EMAIL].

7.2 Please do not contact individual interviewers directly regarding this decision.

8. SIGNATURES

8.1 Company Representative:

Name: [COMPANY REPRESENTATIVE NAME]

Title: [COMPANY REPRESENTATIVE TITLE]

Signature: ______________________________

Date: [DATE SIGNED]

8.2 Candidate Acknowledgment (Optional):

Name: [CANDIDATE NAME]

Signature: ______________________________

Date: [DATE SIGNED]

We wish you success in your job search and thank you again for considering [COMPANY NAME].

Sincerely,

[COMPANY REPRESENTATIVE NAME]
[COMPANY REPRESENTATIVE TITLE]
[COMPANY NAME]
[COMPANY ADDRESS LINE 1]
[COMPANY ADDRESS LINE 2]
[COMPANY PHONE]
[COMPANY EMAIL]
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