INTERNAL CANDIDATE REJECTION LETTER AFTER INTERVIEW

[COMPANY NAME]

[COMPANY ADDRESS LINE 1]

[COMPANY ADDRESS LINE 2]

[DATE OF LETTER]

[CANDIDATE FULL NAME]

[CANDIDATE ADDRESS LINE 1]

[CANDIDATE ADDRESS LINE 2]

RE: Outcome of Interview for the Position of [POSITION TITLE] — Application Reference [APPLICATION REFERENCE NUMBER]

Dear [CANDIDATE FULL NAME],

Thank you for taking the time to interview with us for the position of [POSITION TITLE] on [INTERVIEW DATE]. We appreciate your interest in [COMPANY NAME] and the effort you invested in the interview process.

After careful consideration, we regret to inform you that we will not be moving forward with your application at this time. This decision was not made lightly, and we want to provide you with clear information about the outcome and next steps.

1. INTERVIEW AND APPLICATION DETAILS

1.1 Candidate Name: [CANDIDATE FULL NAME]

1.2 Employee/Internal Identification Number: [EMPLOYEE ID NUMBER]

1.3 Current Department: [CURRENT DEPARTMENT]

1.4 Current Position: [CURRENT POSITION TITLE]

1.5 Position Applied For: [POSITION TITLE]

1.6 Application Reference Number: [APPLICATION REFERENCE NUMBER]

1.7 Interview Date: [INTERVIEW DATE]

1.8 Interview Panel Members: [INTERVIEW PANEL MEMBERS]

2. DECISION AND REASON FOR REJECTION

2.1 Decision: Your application for the position of [POSITION TITLE] has not been successful.

2.2 Primary Reason for Decision: [PRIMARY REASON FOR REJECTION]

2.3 Additional Feedback: [ADDITIONAL FEEDBACK]

2.4 The decision was based on an assessment of your application against the requirements of the role and the outcome of the interview process.

3. FEEDBACK AND DEVELOPMENT

3.1 Feedback Summary: [FEEDBACK SUMMARY]

3.2 Identified Development Areas: [DEVELOPMENT AREAS]

3.3 Recommended Training or Development Actions: [RECOMMENDED DEVELOPMENT ACTIONS]

3.4 Feedback Discussion Offered By: [FEEDBACK CONTACT NAME AND TITLE]

3.5 Feedback Discussion Deadline: [FEEDBACK REQUEST DEADLINE]

4. INTERNAL MOBILITY AND FUTURE OPPORTUNITIES

4.1 Eligibility to Apply for Future Internal Roles: [ELIGIBILITY STATUS]

4.2 Reapplication Waiting Period: [REAPPLICATION WAITING PERIOD]

4.3 Future Opportunities Contact: [RECRUITMENT CONTACT NAME AND TITLE]

4.4 You are encouraged to discuss your career development with your current manager and the Human Resources department.

5. CONFIDENTIALITY

5.1 This letter and its contents are confidential and are intended solely for [CANDIDATE FULL NAME].

5.2 The information contained herein should not be disclosed to other employees without the prior written consent of [COMPANY NAME].

6. ACKNOWLEDGMENT AND SIGNATURES

6.1 Candidate Acknowledgment: I acknowledge receipt of this letter and understand the decision communicated herein.

6.2 Candidate Signature: [CANDIDATE SIGNATURE]

6.3 Candidate Printed Name: [CANDIDATE FULL NAME]

6.4 Date: [DATE SIGNED BY CANDIDATE]

6.5 Issued By (Name and Title): [ISSUING MANAGER NAME AND TITLE]

6.6 Issuer Signature: [ISSUER SIGNATURE]

6.7 Date: [DATE SIGNED BY ISSUER]

6.8 Human Resources Representative (Name and Title): [HR REPRESENTATIVE NAME AND TITLE]

6.9 Human Resources Signature: [HR SIGNATURE]

6.10 Date: [DATE SIGNED BY HR]

7. INTERNAL DISTRIBUTION

7.1 Copy to Candidate File: [YES/NO]

7.2 Copy to Hiring Manager: [YES/NO]

7.3 Copy to Human Resources: [YES/NO]

7.4 Copy to Current Manager: [YES/NO]

7.5 Other Recipients: [OTHER RECIPIENTS]

We thank you again for your interest in this opportunity and wish you continued success in your role at [COMPANY NAME].

Sincerely,

[ISSUING MANAGER NAME]

[ISSUING MANAGER TITLE]

[COMPANY NAME]
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