Important Disclaimer: This sample form is intended to serve as a starting point and not as a final draft. This form must be reviewed by your legal counsel prior to use. This form should be reviewed and modified to suit your organization’s culture and specific needs. Further, federal and state employment laws are amended frequently and vary from state to state & municipality to municipality. This form has not been drafted in consideration of any one jurisdiction. As such, you should not use this form without first consulting with your HR team or legal counsel and reviewing your local, state, and federal laws as well as any applicable industry practices and company policies. 

(Insert Company Logo)


(Insert Today’s Date)

[bookmark: _GoBack](Insert Candidate’s Name)
(Insert Candidate’s Street Address)
(Insert Candidate’s City, State & Zip)

Dear (Insert Candidate Name):

We wanted to take a moment to thank you for your interest in our (Insert Name of Position) opening at (Insert Company Name). 
We are very fortunate to have met with many great, qualified candidates for this position. Ultimately, we have chosen to select another candidate whom we believe most closely matches the requirements of the role as well as the needs of the Company. 
Thank you again for your interest and we wish you much success in your search. 

With appreciation,


(Insert Name)
(Insert Company Name)
(Insert Title)

