PAGE  
1

	
INSERT YOUR LOGO HERE


APPLICANT REJECTION 

[Your Business]

[Street Address]

[City, State and Postal Code]

[Date]

Your Ref:

Our Ref:

Vacancy Reference:

[Applicant]

[Street Address]

[City, State and Postal Code]

Dear [Applicant]:

Thank you for your recent inquiry into the position open at [Your Business].  We certainly appreciate your interest in working for our business. 

After reviewing your credentials, we have determined that your qualifications do not suit our needs at this time.

[Include this only if you intend to do it.]

We will keep your application on file for future reference.  

Again, thank you for your interest in [Your Business].

Sincerely,

[Your Name]

[Your Title]

[Your Business]
	COPYRIGHT © JHG Personnel Practitioners 2015
	[image: image1.jpg]PERSONEELPRAKTISYNSS
PERSONNEL PRACTITIONERS







[image: image1.jpg]