
Our Ref: <INSERT JOB REFERENCE>
<INSERT DATE>

<INSERT CANDIDATES FULL NAME>
<INSERT CANDIDATES ADDRESS>
<INSERT CANDIDATES ADDRESS>
<INSERT CANDIDATES ADDRESS>
Dear <INSERT CANDIDATES FIRST NAME>

Re:
<INSERT POSITION APPLIED FOR
Further to your recent application for the above position with I am writing to advise that unfortunately you have been unsuccessful on this occasion.
Thank you for taking the time to complete your application and for the interest you have shown in working for us.

Yours sincerely

<INSERT MANAGERS NAME>

<INSERT MANAGERS POSITION>
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