Contact Name

Contact’s Title

Organisations Name
Organisation’s Address Line1

Organisation’s Address Line2
Organisation’s Address Line3
Applicants Name

Applicant’s Address Line1

Applicant’s Address Line2

Applicant’s Address Line3

Date

Dear <Applicant’s Name>,

<Insert Position Title>

Thank you for applying for the above position and for your interest in <organisation’s name>.

We have received a high volume of applications for this role and therefore it is taking longer than expected to make a decision on who to invite for interview.  

We are considering each application carefully and will contact you again within the next two weeks to let you know the status of your application.
Yours sincerely,

<Name>

<Position>
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