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INSERT NAME 
INSERT HOME ADDRESS 
 
INSERT DATE 
 
Dear INSERT NAME 
 
Thank you for your recent letter enquiring about possible employment prospects here at INSERT 
COMPANY NAME.  
 
Whilst your details may be of interest to us in the, unfortunately we do not have a suitable 
vacancy for which to consider you at the moment. However, we will be placing your details on file 
and should our recruitment needs change within the next six months, we will consider your 
enquiry further. 
 
In the meantime thank you for your interest in our company and we wish you success in the 
future.  
 
Yours sincerely 
 
 
 
 
 
INSERT NAME 
INSERT JOB 
 
 

 


