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	[Candidate Address]
	[Company Name]

[Company Address]

[Date]



F.A.O: [Candidate’s Full Name]

RE: Post of [XXX]

Dear [Candidate’s First Name]
Thank you for your interest in the position of [Post Title]. We found ourselves in the position of having a wide range of candidates from which to choose. We were very impressed with your skills and experience, but after careful consideration, have decided to appoint another candidate to this position.  

I would be pleased to provide you with feedback and answer any questions you may have about the selection process.  I can be reached by telephone on [Phone no.] or by e-mail at [E-mail address].
Your participation in this selection process has been greatly appreciated and we will keep your details on file for any future opportunities. 

Thank you again for your interest in working for [Company name] and I wish you every success in the future.
Yours sincerely
[Name]

[Position] 

