[Company Logo]   [Company Name]
LETTER OF REGRET
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Candidate Name]
[Candidate Address]
[Email]
Subject: Your application for the position of [Designation]
Dear [Candidate Name],
Thank you for your interest in [Company Name] and for the time you spent with our team during the interview on [Date] for the position of [Designation] in our [Department] team.
After careful consideration of all applicants, we regret to inform you that we will not be proceeding with your application for this role. Our decision was based on the specific requirements of the position at this time, and we had a number of strong candidates to choose from.
We appreciated [one genuine positive point, e.g. your clear understanding of customer onboarding] and encourage you to keep an eye on future openings with us. With your permission, we will keep your profile in our records for [Number] months and contact you if a suitable role arises.
We wish you every success in your career and thank you once again for considering [Company Name].
Warm regards,

	______________________________
[HR Name]
[Designation]
[Company Name]
[Company Address]
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