<insert date>

<insert title> <insert name>
<insert address>


Dear <insert name>

Thank you for your application for the position of <insert job title> as advertised recently.
Unfortunately on this occasion your application for the position was not as strong as other candidates and your application was unsuccessful. Should you wish to discuss the outcome of your application further, please don’t hesitate to contact me directly on <insert contact details> . 

I wish you well in your future employment endeavours.
 
Yours sincerely




<insert name of writer>
<insert job title of writer>

