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1 Bond Street, Sydney NSW, 2000. Australia

p: +61 xxx xxx xxx

f: +61 xxx xxx xxx
	Use formal letterhead when typing your letter.  Refrain from hand-writing letters.

	29 May 2007

	

	Title. Full Name

Address
City/Suburb, State/Province, Postcode/Zipcode

Country (if required)


	

	Dear First Name,


	Address your candidate by name.

	We recently received your application for 

[Job Title] at [Your Project].  We want to thank you for taking the time to send us information about yourself, and we want to assure you that your application will be considered very carefully.


	Thank the candidate for the time, effort and interest in the project.

	If your qualifications and experience match our project’s requirements, we will be in touch by phone or mail to schedule an interview in two weeks time.


	Very important to ensure that you communicate their application will be vetted based on tangible criteria such as qualifications and experience (as stated in the job vacancy announcement). 

Also state what the procedure will be used for communication and when they can expect an answer.  This will stop candidates from all ringing up to find out if they should prepare from an interview or focus their efforts elsewhere.

	Thank you again for your interest. 


	Thank them once again.

	Yours sincerely,


	Close the letter formally with "sincerely" or "best wishes."

	Your Full Name

Your Title
	Sign your name and your title.
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