[image: ]

GUIDANCE NOTE: This letter is for candidates who are not being progressed at the application / screening stage, before interview. Personalise it for each recipient and delete this note before sending. Keep the tone warm, brief and professional. Any reason given must be factual, evidence-based and linked to the requirements of the role - avoid subjective comments or anything that could be read as discriminatory. Send promptly once the shortlisting decision has been made.
PRIVATE AND CONFIDENTIAL

	Date
	[Insert Date]

	To
	[Candidate First Name] [Candidate Surname]

	Address
	[Candidate Address]

	From
	[Name], [Job Title], [Organisation Name]


Dear [Candidate First Name],
Re: [Job Title] - Application Outcome
Thank you for your interest in the position of [Job Title] at [Organisation Name] and for the time you took to prepare and submit your application.
We received a high number of applications for this vacancy, many from candidates whose skills and experience closely matched the requirements of the role. Every application was assessed against the same criteria using a fair and consistent selection process.
Having completed our review, I am writing to let you know that on this occasion your application has not been shortlisted to progress to the next stage. I appreciate this may be disappointing news. I want to assure you that the decision reflects the strength of the overall candidate pool rather than any lack of value in your experience.
▪ Feedback
Because of the volume of applications we received, we are unable to offer individual feedback to every applicant at this stage. [Optional - delete if not offering feedback: If you would find some brief comments helpful, please contact [Name] at [email address] and we will do our best to respond.]
▪ Future opportunities
We would genuinely welcome an application from you for future roles that match your skills and experience. [Optional: You can view current vacancies and register for alerts at [careers page / website].] With your permission we will keep your details on file for [retention period, e.g. 6 months] in case a suitable opportunity arises, in line with our privacy notice; please let us know if you would prefer us not to.
Thank you again for your interest in [Organisation Name] and for the effort you put into your application. We wish you every success in your job search and future career.
Yours sincerely,
	Name
	[Name]

	Job Title
	[Job Title]

	Organisation
	[Organisation Name]

	Contact
	[email address]  |  [telephone]
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