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*Note:

*There are distinctions between information sent to unsuccessful employee applicants and non-employee applicants.  It is recommended that you send regret letters via e-mail whenever possible.  

*Contact MyHR for assistance if required

*Delete all * lines

*Delete all paragraphs that do not apply

*Customize letter Footer

*Replace CAPITALIZED words as appropriate

*Regret Letter

*Opening

DATE




File:  1665-20/COMPETITION NUMBER 
NAME

STREET ADDRESS

CITY, PROV, POSTAL CODE 

Dear NAME:

Re:
Competition Number:


WORKING TITLE, CLASSIFICATION


POSITION NUMBER, MINISTRY NUMBER-PAYLIST 


MINISTRY, BRANCH, LOCATION

* To employee applicants when the successful applicant is an employee.
On behalf of the hiring team, I want to thank you for your interest in joining the MINISTRY OR DEPARTMENT NAME team.  We found ourselves in the fortunate position of having a wide range of qualified candidates from which to choose.  We were very impressed with your background and experience, but in the end, have decided to appoint NAME, CLASSIFICATION to this position.  
*In all other situations.
On behalf of the hiring team, I want to thank you for your interest in joining the MINISTRY OR DEPARTMENT NAME team.  We found ourselves in the fortunate position of having a wide range of qualified candidates from which to choose.  We were very impressed with your background and experience, but in the end, have decided to appoint another candidate to this position.  

*If you are establishing an eligibility list and applicant is to be placed on the eligibility list.

We are pleased to advise you, however, that your name has been placed RANK on an eligibility list of NUMBER candidates for similar vacancies occurring within LOCATION over the next NUMBER months. You will be informed if you are to be offered a position from this list. If you wish to have your name removed from this list or have a change in how we can contact you, please advise me as soon as possible.

*If you are establishing an eligibility list and applicant is not to be placed on the eligibility list.
An eligibility list has been established and NUMBER were placed on the list for similar vacancies occurring within LOCATION.  At this time, you have not been placed on this eligibility list.
I would be pleased to provide you with feedback and answer any questions you may have about the selection process.  I can be reached by telephone at PHONE.
I encourage you to regularly review our current job postings for positions that meet your skills and abilities and are of interest to you. Your participation in this selection process has been greatly appreciated.
Thank you again for your interest in working for the BC Public Service.

Yours truly, 

HIRING AUTHORITY NAME

TITLE

TELEPHONE NUMBER 

p.c.:  Competition File
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