Sample – Email Memo of Regret


[Date]


Dear [Name],

We appreciate your interest in the [Department/Division] and the time you’ve invested in applying for the [Position Title] opening.

We regret to inform you that we are moving forward with another candidate. 

We’d like to thank you for giving us the opportunity to learn about your skills and accomplishments.

There are many opportunities at the State of Nevada, and we encourage you to continue applying.

We wish you the best of luck with your future endeavors.

Sincerely,

[Name]
[Title]
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