Applicant Response Letter: General Acknowledgment Response

	This response can be sent to all applicants, whether or not there is further interest.


__(Date)__

__(Address)__

Dear __(Applicant’s Name)__,

Thank you for your interest in employment opportunities with

__(Company Name)__.  We will review your qualifications and compare 

them with our present requirements.  

If your background matches our current needs, we will contact you.  If not, we will maintain your resume or application on file.  (Optional: All applications/resumes are maintained in an active status for six (6) months.  If an opening develops within that time for which you are potentially qualified, we may contact you.)

Thank you for your interest in __(Company Name)__, and

good luck in your future endeavors.

Sincerely,
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