
Private & Confidential

[Insert name]


[Insert address]
[Insert date]

Dear [Inset name]
Re: Application for [Insert Position title and reference number]
Thank you for your recent application for the above post.
I have given careful consideration to your application against the selection criteria we have specified for this position.  I regret to inform you that on this occasion you have not been short-listed for an interview.   
I would like to thank you for your interest in this post and wish you every success in your future career.
If you would like more detailed feedback on any aspect of your application then please do not hesitate to contact me.

Yours sincerely

[Insert name]
[Insert Position/Job Title]

