
< Employer name > 
 

 
 
 
 
 
 
< Date > 
 
 
< Applicant Address > 
 
 
Dear < Applicant >, 
 
 
Thank you for applying for the post of my Personal Assistant.  I regret to 
inform you that on this occasion, you have been unsuccessful. 
 
May I take this opportunity to thank you for your time applying for this position 
and attending your interview. 
 
I wish you all the best for the future. 
 
Yours sincerely 
 
 
 
 
Employer name 
 
 
 
 
 


