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[Date]
[bookmark: _Hlk210738375]Sent By Email

Dear [Applicant’s Name],

Subject: Application for [Job Title]

Thank you for taking the time to interview for the role of [job title] at [Company Name] on [date], [either in person or via [details of remote interview]]. 

It was a pleasure to meet you and discuss your qualifications and interest in this position.

After careful consideration, I regret to inform you that we have decided to move forward with another candidate for this role. 

This decision was not easy, given the number of qualified applicants we had the privilege of meeting.

If you would like to receive specific feedback regarding your interview, please feel free to reach out to [name of individual] at [telephone number/email]. 

We value your interest in our company and would be happy to provide insights that could assist you in your future applications.

Thank you once again for your interest in the position. We wish you the very best in your job search and future career endeavours. 

Yours sincerely,

[Your Name]
[Your Position]
[Your Organisation]
[Contact Information]

