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PRIVATE AND CONFIDENTIAL

Unsuccessful Candidate Letter
White Cube Consulting - Template
GUIDANCE NOTE: Personalise this letter for each recipient. Choose either Option A (interviewed) or Option B (not interviewed/shortlisted) and delete the version that does not apply. Where feedback is being offered, ensure it is specific, constructive and has been reviewed before the letter is sent. Feedback should remain factual, evidence-based and linked to the requirements of the role. Avoid making comments that could be interpreted as discriminatory, subjective or unrelated to the role requirements. Always send this letter promptly after a decision has been made.
	
Date
	
	

	
Candidate Name
	
	

	
Candidate Address
	
	



[Candidate First Name]
Re: [Job Title] - Application Outcome
Dear [Candidate First Name],
Thank you for the time and effort you invested in applying for the position of [Job Title] at [Organisation Name], and for attending [your interview on / our assessment process on] [date].
We had a strong field of candidates for this role, and the decision was not straightforward.
All applications were assessed against the requirements of the role using a fair and consistent selection process.
However, I am writing to let you know that on this occasion we will not be progressing your application to the next stage.
Option A - Candidate was interviewed (delete Option B if using this version)

Having carefully considered all candidates following the interview process, we have decided to offer the role to another candidate who best met the requirements of the role at this time.
[Optional - include if offering feedback:] We appreciate that feedback can be helpful, and we would be happy to provide some brief developmental comments if that would be useful. Please feel free to contact [Name] on [email address] if you would like to arrange a short call.
Option B - Candidate was not shortlisted for interview (delete Option A if using this version)

Following a review of all applications received, we were unable to shortlist your application for interview on this occasion. The level of response to this vacancy was high and we received a number of applications that closely matched the specific requirements of the role.
Due to the volume of applications received, feedback may only be available to candidates who attended interview.
▪ Closing
We are grateful for your interest in [Organisation Name] and wish you every success in your job search.
We appreciate the time involved in participating in a recruitment process and thank you again for your interest in the opportunity.
[Optional:] We were impressed by the time and preparation you invested in the process and would encourage you to apply for future opportunities where your experience aligns with our requirements.
[Optional:] With your consent (where required), we may retain your details in accordance with our data protection obligations and recruitment privacy notice for [insert period] in case a suitable opportunity arises in the future, unless you would prefer us not to do so.
We would welcome future applications should suitable opportunities arise.
Yours sincerely,
	Name
	

	
Job Title
	

	
Date
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