HR Sample letter – Regret letter following interview

PERSONAL

[Date]

[Name]

[Address]

Dear …………………………..

Thank you very much for attending the interview for the post of ………. on ………  last week.

I regret to advise you that after careful consideration we must advise that you have not been successful on this occasion. 

I would like to thank you for the interest you have shown in the post and Imperial College London.  

With best wishes as you continue your search for the right post and may I take this opportunity to wish you every success in your career.

Yours sincerely

[Name]

[Job Title]

