Date

Employee Name

Address

Dear XXXXX,

We have received your resume in response to our job posting, and thank you for your interest in working in the DEPARTMENT.

When filling an opening, we look at a number of factors, including experience, skills, knowledge and the ability to handle key job-related situations. This can make the selection process difficult when we are fortunate enough to attract many qualified candidates. With only one opening, however, we also turn away many fine applicants. At this time we don’t find a good match between your qualifications and our requirements.

Again, I appreciate your application and wish you success in your future endeavors.

Very truly yours,

DEPARTMENT
