Sample Regret Letter

Date

Name
Address
City, State Zip code

Dear

Thank you (insert appropriate statement: for your interest in, for interviewing for) the

position, Requisition # with the City of Austin. The selection process for
the position was highly competitive. Consequently, the task of selecting the most qualified
applicant was most challenging. Although your credentials are impressive and do reflect an
array of valuable skills, experience and professional accomplishments, another individual has
been selected to fill this position.

| encourage you to continue to apply for jobs at the City of Austin. You may visit our website at
www.ci.austin.tx.us/cityjobs for future employment opportunities. You may also receive
information about our job openings by calling (512) 974-3210 or by visiting one of our
employment offices at the addresses listed below:

WorkSource Career Center North
6500 Airport Boulevard
Austin, Texas 78752
(512) 597-7237

DeWitty Employment Center
2209 Rosewood Avenue
Austin, Texas 78702
(512) 472-5718

If I can be of further assistance to you, please contact me at (512)
Sincerely,

(Hiring Supervisor or HR Representative nameltitle)
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