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Decline: Accepted Another Offer
Template 2 of 6  —  Use when you have accepted a competing position

YOUR CONTACT INFO
[Your Full Name]
[Your Email Address]
[Your Phone Number]
[Today's Date]
RECIPIENT
[Hiring Manager's Full Name]
[Their Job Title]
[Company Name]
[Company Address, City, State, ZIP]
Letter Body
Dear [Hiring Manager's Name],
Thank you for the offer to join [Company Name] as a [Job Title]. I genuinely appreciated the time you and your team invested throughout the interview process.
After much thought, I have accepted a position that more closely aligns with my current career goals. I want to be transparent so you can move forward with other candidates without delay.
I have a lot of respect for [Company Name] and the people I met during this process. I hope we have the chance to work together in some capacity down the road.
Best regards,
[Your Full Name]
TIP  You do not need to name the other employer. Keeping it brief and honest is enough — hiring managers appreciate the transparency.
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