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Job Applicant Rejection Letter

Ref No. [[Format of the Reference No.]]

Date: [[Date]]
Your Business Name

Street Address

Town, State, Zip

(XXX) XXX-XXXX

Name of Applicant

Address

Dear __________________:

Thank you for your interest in working with [insert company name]. Unfortunately, after careful consideration, we are unable to offer you a position at this time.  

We will keep your resume on file for 90 days in the event that a position opens up which would be suitable for your particular skills and experience. Should this occur, we will contact you immediately within the 90-day period.  

Again, we would like to express our appreciation for the time and effort you devoted to seeking employment without company. We wish you the best of luck in your job search. May you find a suitable position that will further your skills and experience.

Sincerely,

[COMPETENT AUTHORITY]
[[NAME Email: Identity | Signature]]

_______________________
**[[Name | Uppercase]]**
[[Address]]
[[Contact]]


