
Crafting  a  polite  job  applicant  rejection  letter  is  an
important aspect of the recruitment process. It helps maintain
a good company reputation and provides closure to candidates.
This guide includes a template for a polite job applicant
rejection  letter,  an  example  using  the  template,  and  a
variation, along with key components and tips for writing.

 

Purpose  of  a  Polite  Job  Applicant
Rejection Letter
A job applicant rejection letter aims to:

Inform the candidate that they have not been selected for the
position.
Maintain a positive relationship with the candidate.
Provide  a  respectful  and  professional  closure  to  the
recruitment  process.

 

Key Components of a Polite Job Applicant
Rejection Letter
Gratitude:  Thank  the  candidate  for  their  interest  in  the
position  and  for  the  time  they  spent  applying  and
interviewing.

Personalization: Address the candidate by name to make the
letter more personal.

Rejection Statement: Clearly but gently inform the candidate
that they have not been selected.

Positive Note: If possible, include a positive comment about
the candidate’s qualifications or interview.

Closure: Wish the candidate well in their job search or future



endeavors.

Professional  Tone:  Ensure  the  letter  is  respectful  and
professionally written.

 

Polite  Job  Applicant  Rejection  Letter
Template

[Your Name]
[Your Position]
[Company Name]
[Company Address]
[City, State, Zip Code]
[Date]

[Applicant's Name]
[Applicant's Address]
[City, State, Zip Code]

Dear [Applicant's Name],

Thank  you  for  applying  for  the  [Job  Title]  position  at
[Company Name] and for the time you invested in the interview
process.

We had a number of qualified candidates, and after careful
consideration, we have decided to move forward with another
applicant whose qualifications more closely align with our
needs at this time.

We  were  impressed  with  your  [mention  a  specific  quality,
skill, or experience of the candidate], and we appreciate your
interest in joining our team.

We wish you all the best in your future career endeavors and
hope you find a position that is a perfect fit for your skills
and talents.



Sincerely,

[Your Name]

 

Example Letter Using the Template

Jane Smith
Human Resources Manager
Innovatech Solutions
123 Business Rd
Tech City, TC 67890
April 1, 2024

John Doe
456 Applicant Lane
Jobtown, JT 12345

Dear John,

Thank you for applying for the Software Engineer position at
Innovatech Solutions and for the time you invested in the
interview process.

We had a number of qualified candidates, and after careful
consideration, we have decided to move forward with another
applicant whose qualifications more closely align with our
needs at this time.

We were impressed with your innovative approach to problem-
solving  and  programming  skills,  and  we  appreciate  your
interest in joining our team.

We wish you all the best in your future career endeavors and
hope you find a position that is a perfect fit for your skills
and talents.

Sincerely,

Jane Smith



 

Polite  Job  Applicant  Rejection  Letter
Template Variation

[Your Name]
[Your Position]
[Company Name]
[Company Address]
[City, State, Zip Code]
[Date]

[Applicant's Name]
[Applicant's Address]
[City, State, Zip Code]

Hello [Applicant's Name],

I wanted to reach out personally to thank you for taking the
time to apply for the [Job Title] role at [Company Name]. We
appreciate  the  effort  you  put  into  your  application  and
interview.

After  reviewing  many  strong  candidates,  we  have  made  the
difficult  decision  to  select  another  candidate  for  this
position. This decision was not easy and is in no way a
reflection of your impressive background and abilities.

Your experience in [mention a specific skill or experience of
the candidate] stood out to us, and we genuinely hope our
paths cross again in the future.

Thank you once again for considering a career with [Company
Name]. I wish you the best of luck in your ongoing job search
and future professional endeavors.

Warm regards,

[Your Name]



 

Tips for Writing a Polite Job Applicant
Rejection Letter

Be Prompt: Send the rejection letter as soon as the
decision is made to respect the candidate’s time.
Keep It Brief: Avoid unnecessary details; be concise yet
polite.
Be Honest but Tactful: Clearly state the rejection, but
avoid overly detailed explanations.
Personalize: Address the candidate by name and include
specific details from their application or interview.
Offer Encouragement: Include positive remarks about the
candidate’s  qualifications  to  soften  the  impact  of
rejection.
Maintain  Professionalism:  Use  a  professional  tone  to
reflect respect and integrity.
Review Before Sending: Ensure the letter is error-free
and maintains the correct tone.

Remember, a well-crafted rejection letter can leave a lasting
positive impression and helps maintain a positive image of
your company.


