Decline Job Offer Letter
Your Name
Address
Your City, State, Zip Code
Your Phone Number
Your Email

Date

Mr Bill Kelly
Human Resources Manager
XYZ Corporation
Address
City, State, Zip Code

Dear Mr Kelly

Thank you very much for offering me the position of Customer Service Manager with XYZ Corporation.

While I understand the position and your company offer a great deal to a prospective employee, I have had another offer which I believe more closely matches what I am looking for. Therefore, after giving it much careful thought, I must decline your offer.

Thank you for your time and effort. I wish you and your company well.

Sincerely

Your signature
Typed name
