[INSERT LOGO HERE]
[Date]
Letter 
[Employee’s Name]
[Employee’s Address]
[Postcode]

Dear [Applicant's Name],

Application for the Role of [Job Title]

I hope this message finds you well. 

Thank you for your recent application for the position of [job title]. I regret to inform you that you were not shortlisted for this role.

Although you were not selected this time, we would like to retain your [application/CV] on our files for the next [6/12/18] months. 

This will allow us to consider you for any suitable vacancies that may arise during this period. 

Should a vacancy that aligns with your skills and experiences open up, we will reach out to you with further details.

If you would like us to keep your [application/CV] on file, please complete and return the enclosed consent form to confirm your permission for us to retain your details. 

You have the right to withdraw this consent at any time.

Alternatively:

We ensure that personal data collected during the recruitment process is handled in accordance with our data protection policy. 

For more information on how your data is used and the basis for its processing, please refer to [our job applicant privacy notice]. 

You have the right to object to the processing of your data at any time.

Please inform us if you prefer that we do not retain your details for future consideration.

If so, we will securely delete all information we hold about you from our records after [insert numerical value ] months.

Thank you once again for your interest in [name of organisation] and for taking the time to apply for the role. 

We wish you the best in your job search.

Yours sincerely,
[Your Name]
[Your Position]
[Company Name]
