Sample letter – for a candidate who is not short-listed
	{Name}
{Address}
{City}

{Today’s Date}

Dear {name}
Re: Application for position {job title}

Thank you for your application for the above position. Due to the high calibre of candidates who applied for this role, I regret to advise you have been unsuccessful on this occasion. I wish you all the best for the future and thanks again for your interest in {organisation’s name}.
Yours faithfully

Chief Executive


