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Dear <Applicant’s Name>,

<Insert Position Title>

Thank you for attending an interview for the above position and for your interest in <organisation’s name>.
As you may be aware, competition for this role was very high.  I am sorry to inform you that you have not been successful on this occasion.  However, we were very impressed with your <skills/qualifications/experience/etc> and therefore will keep your details on file for six months and contact you again should a suitable position become available during this time.
Should you wish to receive feedback on your interview, please telephone <name> on <telephone number> to arrange a suitable time.

I would like to take this opportunity to wish you the best of luck in your search for suitable employment.

Yours sincerely,

<Name>

<Position>
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