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Proparing Graduates for Lite After College




Sample Letters Declining an Offer 

LETTER DECLINING AN OFFER
Name 

Street Address 

City, State  Zip  

E-mail 

May 10, 2010

Ms. Jane Smith 

Human Resources 

United Way of Anytown County 

101 Main Street 



Anytown, USA  10001 

Dear Ms. Smith: 

Thank you for inviting me to become a part of the development team at the United Way of Anytown County (UWAC.) I was very impressed by the stimulating and supportive environment at UWAC that encourages both the Development and Programming Departments to work cooperatively in meeting clients’ needs and goals.  However, I am not able to accept the offer at this time. 

I would like you to know that during my interview, Ms. Amy Adams and Mr. Tom Jones reinforced my positive impressions about UWAC, which made it quite difficult to decline your offer. Instead, I have accepted an offer from another human services organization that provides flexible hours so that I may pursue a Masters in Social Work degree at Ivy University. 

I wish all of the UWBC team the best of luck in its endeavors. I hope that in the future, there will be opportunities for us to work together in serving the needs of the Anytown County community. 

Sincerely, 

Hannah Helper

LETTER DECLINING AN OFFER 
Date

Name

Title

Organization

Address

City, State, Zip Code

Dear Mr./Ms. Last Name:

Thank you very much for offering me the position of ______ with ______. I sincerely appreciate taking time to interview me. It was a difficult decision to make, but I have accepted a position with another company

Again, thank you for your consideration.

Sincerely,

Your Name
