SAMPLE REGRETS LETTER
(Date)

(Name)

(Street Address)

(City, State, Zip)

Dear (Name)

Thank you for your interest in employment with (Parish).  We very much appreciate your taking the time to meet with us regarding the (Job Title) position.  Your experience and background certainly made a favorable impression.

Overall, we felt fortunate to have a number of qualified candidates interview for the position, but ultimately we have decided to fill the position with an individual who we believe more closely fits our needs at this time.  However, we will keep your resume on file for one year and will contact your if a position calling for similar knowledge and skills becomes available.  Again, thank you very much for taking the time to meet with us and good luck in your future endeavors.

Sincerely,
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