
Letter Title

Print on Company Letterhead
<Date>
<Name of Candidate>

<Address>

Dear <Candidate’s Name>,

Thank you for your recent inquiry into the <job title> position with <Company name>.  We certainly appreciate your interest in working for our organization.

After reviewing your credentials, we have determined that other candidates better meet the needs of this position.  However, we will keep your resume on file for < x days> for future reference.

Again, thank you for your interest in <Company>.

Sincerely,

<Name>
<Job Title>
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