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Withdraw Job Offer Acceptance Letter
Template 4 of 6  —  Use when you accepted an offer but need to rescind it

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],
I want to reach out to you as soon as possible regarding my acceptance of the [Job Title] position at [Company Name]. After further reflection, I have made the difficult decision to withdraw my acceptance.
I understand this creates an inconvenience, and I sincerely apologize for any disruption this causes your team. This was not a decision I took lightly, and I have the utmost respect for [Company Name] and your hiring team.
I hope you will accept my sincere apologies, and I wish you the very best in filling the role.
Respectfully,
[Your Full Name]
TIP  Act immediately — every day you wait makes the situation harder for the employer and more damaging to your professional reputation.
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