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Letter 
[Employee’s Name]
[Employee’s Address]
[Postcode]

Dear [Applicant's Name],

Application for the Role of [Job Title]

Thank you for your interest in the position of [Job Title]. 

After careful consideration, we regret to inform you that on this occasion you have not been selected for the [Job Title]. 

However we were impressed with your skills and experience, and we believe that you may be well suited to another opportunity within our organisation. 

We currently have a vacancy for [Alternative Job Title], which we feel could be a strong match for your background. 

If this role is of interest, please us know and we would be delighted to provide you with further details or progress your application accordingly. 

Thank you once again for your interest in joining [Company Name]. 

We wish you every success in your career and hope to hear from you regarding the alternative opportunity. 

Yours sincerely,

[Your Name]
[Your Position]
[Company Name]

