TIPS FOR THE CANDIDATE REJECTION LETTER
AND

SAMPLE LETTER

Also known as a “thanks, but no thanks letter,” the candidate rejection letter tells the candidate that s/he was not selected for the position.  The reason stated is generally that you have determined that other candidates were more qualified for the job.

· If you believe that the candidate would qualify for other roles in your organization, and that s/he appeared to also fit your culture, you can also encourage the person to apply again in the future.  Always end on a positive note wishing the person success.  Make sure you thank your candidate for the time they invested in the application and interview process.

· Personalize the letter with the candidate’s name, the position, possibly a remark about the interview time.  You don’t want your candidate to feel as if s/he received a form rejection letter – even if it basically – is.

· Get straight to the point in your rejection letter.  But, especially if you have called, the candidate really already knows what to expect in the letter.

· Make your letter business-like, but gracious.  After all, you are puncturing a person’s hopes and dreams.  Do so with respect and consideration.

· Never say anything in the candidate rejection letter that you don’t mean.  For example, don’t suggest that the candidate apply for openings in the future if you know the candidate will not fit successfully in your organization.

· Remember, the candidate rejection letter is your last opportunity to build a relationship with the candidate that will cause him/her to think favorably of your organization.  Your reputation as an employer is affected by this candidate and the people affected by this candidate’s opinion and treatment at your hands.  Don’t ever believe this is unimportant for your reputation as a potential employer.

Candidate’s Address

Dear (Candidate Name):

As you know, we interviewed a number of candidates for the (name the job) position, and we have determined that another candidate is the most qualified for the requirements of our opening.  So, the purpose of this letter is to let you know that you have not been selected for the position and that we have offered the position to another candidate.

Thank you so much for taking the time to come to (organization name) to meet our interview team.  We enjoyed meeting you and our discussions.
Please feel free to apply for open positions, for which you qualify, in our organization in the future.

We wish you every personal and professional success with your job search and in the future.  Thank you for your interest in our organization.

Regards,

(real person’s name and signature)

Example: HR Director for the Employee Selection Team
