Applicant Rejection/ Application Acknowledgment

This tool intends to provide you with examples of communication with job applicants. You may adapt it to match your business needs. Delete this box and the title above before printing the letter.



[Your Logo]                                                                                                 [Your Business]
[Street Address]
[City, State and Zip Code]


[Date]

[Applicant’s name]
[Applicant’s address]


Re: Your application to job position _____________


Dear [Applicant]:

We appreciate your interest in (Company name) and the position of (Name of Position) for which you applied. 

After careful consideration of your credentials, we have decided not to proceed with your application at this time. We would like to thank you for taking the time to submit your resume and application for consideration. 

We appreciate your interest in (Company name) and wish you the best of luck as you explore new career opportunities. 


Sincerely,


[Your Name]
[Your Title]
[Your Business]










[Your Logo]                                                                                                 [Your Business]
[Street Address]
[City, State and Zip Code]


[Date]

[Applicant’s name]
[Applicant’s address]


Re: Acknowledgement of Receipt of your Application

Dear [Applicant]:
 
We received your application for the position of (Position title) at (Company name). We want to thank you for taking the time to send us information about yourself, and we want to assure you that your application will be considered very carefully. 

Our review of resumes will take approximately (# days/weeks) to complete. We will contact applicants who appear to meet the required selection criteria and most closely match the requirements of the position to schedule an interview. 

Thank you again for your interest in joining (Company name). 


Sincerely,



[Your Name]
[Your Title]
[Your Business]
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