





   Company Name Here





“Company slogan here”


123 E. My Address Avenue  (  Chicago, IL  60614-0240


Phone: (312) 555-5555  (  Fax: (312) 555-5555  (  http://www.companywebsite.com














Name of applicant


Street address


City, State   Zip








Thank you for the recent submittal of your résumé and cover letter in response to the advertised opening at Company Name.  We regret to inform you that the position has already been filled.  We will retain your information to consider for future openings.  As this and/or other positions become available in the future, we encourage you to follow up with us as well.  





Thank you for expressing your interest in Company Name. We will hope to offer another position in the future that matches your personal qualifications and objectives. Company Name wishes you the best of luck in your job search. 





Sincerely,











Name


Title


Company Name


