
Sample – Letter of Regret
Place this on your agency letterhead





[Date]


[Name]
[Address]



Dear [Name],

Thank you for your interest for the position of [Position Title] with [Agency Name], and for taking the time to complete the interview process.

The interview process for the position has been completed and we regret to inform you that another candidate has been selected for this position.

We were fortunate to have a number of very qualified candidates.  Although you were not the selected candidate for the position, I want to express our sincere appreciation for your interest in employment with [Agency Name].  We wish you the best of luck in your future endeavors.

Sincerely,



[Name & Title]
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