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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 rejection 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.

	Thank you for the time and effort you have taken to meet with us/me/the committee/panel to discuss your qualifications and experience for the position of Job Title.

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

	Your application was positively received. You demonstrated a clear understanding of the role and your qualifications coupled with your experience ensured your application was considered fully.

	Write a positive sentence about the candidate's qualifications, experience or if the candidate was clearly not on par focus attention on their enthusiasm or motivation.

	We/I were fortunate to have several qualified candidates apply for this position. We talked with each of the top candidates and after careful consideration; we determined that another candidate was a better fit to the needs of the project.

We/I are unfortunately unable to offer you a position.


	Very important to ensure that you communicate that you did not offer the role to the candidate because you found someone else with better qualifications and experience.

	We/I would like to retain you CV on file and notify you about other relevant job openings.
	Describe your company's procedures for the retention of CVs, notifications for future relevant job openings, the procedure for destruction of CV if candidate wishes it or alternatively you do not mention this section at all.. 

	We/I would like to wish you all the best in your career development.
	Wish the candidate good luck in his or her career development.

	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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