POLITE JOB APPLICATION REJECTION LETTER

[COMPANY LETTERHEAD NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

[DATE OF LETTER]

[CANDIDATE FULL NAME]

[CANDIDATE STREET ADDRESS]

[CANDIDATE CITY, STATE, ZIP CODE]

RE: APPLICATION FOR THE POSITION OF [JOB TITLE] — [REQUISITION OR REFERENCE NUMBER]

Dear [CANDIDATE NAME],

Thank you for your interest in [JOB TITLE] at [COMPANY NAME] and for the time and effort you invested in your application. We appreciate the opportunity to learn about your background and experience.

1. APPLICATION DETAILS

1.1 Position Applied For: [JOB TITLE]

1.2 Department: [DEPARTMENT NAME]

1.3 Date Application Received: [DATE APPLICATION RECEIVED]

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

1.5 Interviewer(s), if applicable: [INTERVIEWER NAME(S) AND TITLES]

2. DECISION

2.1 After careful consideration, we have decided to move forward with other candidates whose qualifications more closely match the current needs of the role.

2.2 This decision was based on [BRIEF REASON FOR DECISION, E.G., THE EXPERIENCE AND SKILLS REQUIRED FOR THIS PARTICULAR POSITION].

2.3 This decision does not reflect on your abilities or potential, and we encourage you to apply for future openings that align with your experience.

3. APPRECIATION

3.1 We sincerely appreciate the time you took to [SUBMIT YOUR APPLICATION / PARTICIPATE IN THE INTERVIEW PROCESS].

3.2 Your interest in [COMPANY NAME] is valued, and we are grateful for the opportunity to have considered your candidacy.

4. KEEP IN TOUCH

4.1 We will retain your application on file for [RETENTION PERIOD, E.G., SIX MONTHS] and may contact you if a suitable opportunity arises.

4.2 We encourage you to visit [COMPANY CAREERS PAGE OR WEBSITE] to review future openings.

5. CONTACT

5.1 If you have any questions regarding this decision, please contact [CONTACT NAME] at [CONTACT EMAIL ADDRESS] or [CONTACT PHONE NUMBER].

5.2 Please note that [COMPANY NAME] is unable to provide individual feedback on applications at this time.

6. CLOSING

6.1 We wish you every success in your job search and in your future endeavors.

6.2 Thank you again for your interest in [COMPANY NAME].

Sincerely,

[NAME OF SIGNATORY]

[TITLE OF SIGNATORY]

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

[COMPANY EMAIL ADDRESS]

[COMPANY PHONE NUMBER]
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