Position Filled Letter
Dear __(Applicant Name)__: 

I would like to take this opportunity to thank you for taking the time recently to speak with __(Contact Name)__ and me regarding the opening for __(Job Position)__. We certainly enjoyed speaking with you and appreciated your patience throughout our search process. 

While we were impressed with your qualifications, we were faced with a difficult decision, we finally selected another candidate whom we believe more closely matches the criteria we are looking for in the position. However, we will be glad to keep your resume on file should we become aware of any other appropriate positions in the near future. 

Thank you again for your interest and good luck in all your future endeavors! 

Best regards, 

Vice President, Human Resources
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