PROFESSIONAL JOB APPLICANT REJECTION LETTER TEMPLATE

[COMPANY LETTERHEAD NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

[DATE OF LETTER]

[APPLICANT FULL NAME]

[APPLICANT STREET ADDRESS]

[APPLICANT CITY, STATE, ZIP CODE]

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

Dear [APPLICANT SALUTATION AND LAST NAME]:

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

After careful consideration of your qualifications in relation to the requirements of the role and the needs of our organization, we regret to inform you that we have decided to move forward with other candidates whose experience more closely aligns with our current needs.

1. POSITION AND APPLICATION DETAILS

1.1 Position Applied For: [JOB TITLE]

1.2 Department: [DEPARTMENT NAME]

1.3 Application Reference Number: [APPLICATION REFERENCE NUMBER]

1.4 Date Application Received: [DATE APPLICATION RECEIVED]

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

1.6 Decision Date: [DATE OF DECISION]

2. REASON FOR DECISION

2.1 Basis of Decision: This decision was based on a comparative assessment of all applicants and was not based on any single factor.

2.2 Summary of Reason: [BRIEF SUMMARY OF REASON FOR REJECTION]

2.3 Alternative Position Consideration: [YES/NO — STATE WHETHER THE APPLICATION WILL BE CONSIDERED FOR OTHER CURRENT OR FUTURE OPENINGS]

3. RETENTION OF APPLICATION MATERIALS

3.1 Retention Period: We will retain your application materials on file for [RETENTION PERIOD] in accordance with our records retention policy.

3.2 Future Opportunities: [STATE WHETHER THE APPLICANT MAY BE CONTACTED FOR FUTURE OPPORTUNITIES]

3.3 Return of Materials: [STATE WHETHER APPLICATION MATERIALS WILL BE RETURNED OR DESTROYED]

4. CONFIDENTIALITY AND NON-DISCRIMINATION

4.1 Confidentiality: The details of our hiring process and this decision are treated as confidential by [COMPANY NAME].

4.2 Equal Opportunity Statement: [COMPANY NAME] is an equal opportunity employer and does not discriminate on the basis of [PROTECTED CHARACTERISTICS UNDER APPLICABLE LAW].

5. RELEASE AND ACKNOWLEDGMENT

5.1 No Contract: This letter does not constitute an offer of employment or any promise of future employment.

5.2 Acknowledgment by Applicant (Optional): [APPLICANT SIGNATURE, IF REQUIRED]

5.3 Date of Acknowledgment: [DATE OF ACKNOWLEDGMENT]

6. CONTACT INFORMATION

6.1 Contact Person: [CONTACT PERSON NAME AND TITLE]

6.2 Contact Email: [CONTACT EMAIL ADDRESS]

6.3 Contact Telephone: [CONTACT TELEPHONE NUMBER]

6.4 Mailing Address: [COMPANY MAILING ADDRESS]

We wish you success in your job search and future professional endeavors. Thank you again for considering [COMPANY NAME] as a potential employer.

Sincerely,

[NAME OF SIGNATORY]

[TITLE OF SIGNATORY]

[COMPANY NAME]

Approved By: [NAME AND TITLE OF APPROVING MANAGER]

Date Approved: [DATE OF APPROVAL]


Downloaded from www.printablelegaldoc.com
https://www.printablelegaldoc.com/
