DATE

ADDRESSEE

STREET

CITY, STATE  ZIP

Dear _______________________:

Thank you for expressing interest in the position of _______________________, with _____________________.

After careful review of your resume, we elected to hire an individual with work experience and skills that more closely match the job qualifications and duties required of the position.

We greatly appreciate your time and will retain your resume in the event that we have a position opening in the future requiring your expertise.

Sincerely,

_________________
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