
 
 
 
 

SAMPLE “NOT SELECTED” LETTER 
 
 
 
 
 
Date 
 
 
 
Name 
Address 
 
 
 
 
Dear _______________________: 
 
Thank you for your interest in the position of __________________________ with our 
agency. 
 
We have, however, selected another candidate for this position. 
 
Your name will remain on the eligible list and you will be considered for future openings. 
 
 
Sincerely, 
 
 
 
_____________________________  
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