	Job Rejection Letter Guide


Letting job applicants know they have been unsuccessful is a good practice for employers. It shows respect for individuals and creates an image of a considerate company. Such letters are short and straight to the point.
Sample # 1: Sample Rejection Letter (no interview, no future interest)
{Your Return Address}
{Date}
{Applicant’s Name & Address}
Dear (Name):
Thank you for your application for the (job title) position with (Company).
Unfortunately, we have received numerous applicants whose qualifications match our requirements very closely.
Thank you for your interest in becoming part of our company, and we wish you success in the future. Yours truly,
(Company signature)

Sample # 2:  Sample Rejection Letter (interview, no future interest)
{Your Return Address}
{Date}
{Applicant’s Name & Address}
Dear (Name):
Thank you for your application and attending the interview for the (job title) position with (Company).
We were impressed with your qualifications and skill set as demonstrated in your application and your interview. A number of impressive applicants were interviewed for the position and we have offered the position to another candidate whose particular mix of skills and experience seemed to match our needs more closely.
Thank you for your interest in becoming part of (Company) and we wish you success in the future.
Yours truly,
(Company Signature)
Sample # 3:  Sample Rejection Letter (interview with future interest)
{Your Return Address} {Date}
{Applicant’s Name & Address}
Dear (Name):
Thank you for your application and attending the interview for the (job title) position with (Company).
We were impressed with your qualifications and skill set as demonstrated in your application and your interview. A number of impressive applicants were interviewed for the position and we have offered the position to another candidate whose particular mix of skills and experience seemed to match our needs more closely.
Thank you for your interest in becoming part of (Company). We would encourage you to apply again should further vacancies occur within our company.
Yours truly,
(Company Signature)
