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Decline While Keeping the Door Open
Template 5 of 6  —  Use when you like the company but not this specific role or timing

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]. The interview process gave me genuine insight into your team's culture and goals, and I came away with a deep respect for what you are building.
After careful thought, I have decided to decline the offer at this time. The timing and [role specifics / compensation / location] are not quite the right fit for where I am in my career right now.
That said, I would love to stay connected and be considered for future roles that might be a better match. I hope we can keep the conversation going, and I will follow up on LinkedIn so we stay in touch.
Thank you again — this was a genuinely positive experience.
Best wishes,
[Your Full Name]
TIP  Send a LinkedIn connection request the same day you send this letter. It signals genuine interest and keeps the relationship alive naturally.
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