POST-INTERVIEW REJECTION EMAIL TEMPLATE

[COMPANY NAME]

[COMPANY ADDRESS LINE 1]

[COMPANY ADDRESS LINE 2]

[CITY, STATE, ZIP CODE]

[DATE OF EMAIL]

[CANDIDATE FULL NAME]

[CANDIDATE ADDRESS LINE 1]

[CANDIDATE ADDRESS LINE 2]

[CITY, STATE, ZIP CODE]

RE: Application Status — [JOB TITLE] ([REQUISITION NUMBER])

Dear [CANDIDATE FULL NAME],

Thank you for taking the time to apply for the [JOB TITLE] position at [COMPANY NAME] and for participating in our interview process. We appreciate the opportunity to learn more about your background and experience.

1. APPLICATION AND INTERVIEW DETAILS

1.1 Position Applied For: [JOB TITLE]

1.2 Department: [DEPARTMENT NAME]

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

1.4 Interviewer(s): [INTERVIEWER NAME(S) AND TITLES]

1.5 Recruiter or Point of Contact: [RECRUITER NAME AND TITLE]

2. DECISION

2.1 Outcome of Application: After careful consideration, we have decided not to move forward with your application at this time.

2.2 Reason for Decision (Optional): [BRIEF REASON FOR DECISION, IF APPROPRIATE]

2.3 Candidates Selected: We have chosen to proceed with another candidate whose qualifications more closely match the requirements of this role.

3. APPRECIATION AND ENCOURAGEMENT

3.1 Acknowledgment of Effort: We sincerely appreciate the time and effort you invested in the application and interview process.

3.2 Encouragement to Reapply: We encourage you to apply for future openings at [COMPANY NAME] that align with your skills and experience.

3.3 Retention of Application Materials: Your application materials will be retained in accordance with our records retention policy for [RETENTION PERIOD] and may be considered for future opportunities.

4. FEEDBACK (OPTIONAL)

4.1 Availability of Feedback: [STATE WHETHER FEEDBACK IS AVAILABLE, E.G., "Feedback is available upon request" OR "We are unable to provide individualized feedback"]

4.2 Request Procedure: [INSTRUCTIONS FOR REQUESTING FEEDBACK, IF APPLICABLE]

4.3 Feedback Contact: [NAME AND CONTACT INFORMATION FOR FEEDBACK REQUESTS]

5. NEXT STEPS AND CONTACT INFORMATION

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

5.2 Future Applications: To be considered for future roles, please submit a new application through [CAREERS PORTAL OR WEBSITE].

5.3 Data Privacy: Your personal information will be handled in accordance with our privacy policy, available at [PRIVACY POLICY LINK].

6. CLOSING

6.1 We wish you the very best in your future professional endeavors and thank you again for your interest in [COMPANY NAME].

Sincerely,

[SENDER NAME]

[SENDER TITLE]

[COMPANY NAME]

[PHONE NUMBER]

[EMAIL ADDRESS]

[COMPANY WEBSITE]
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