DECLINING A JOB OFFER LETTER   |   roboapply.jobs
Decline: Personal or Family Reasons
Template 6 of 6  —  Use when personal circumstances are driving your decision

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 very much for the offer to join [Company Name] as a [Job Title]. It was a pleasure meeting your team and learning more about the role and your organization.
After careful consideration, I have decided to decline the offer due to personal circumstances that require my attention at this time. This decision was not a reflection of [Company Name] — your team and the opportunity impressed me throughout the process.
I am grateful for the time and energy you invested in my candidacy. I hope our paths will cross again when my circumstances change, and I will certainly keep [Company Name] in mind for the future.
Thank you for your understanding.
Kind regards,
[Your Full Name]
TIP  You are not required to explain your personal reasons in detail. Keeping it brief and warm is the right call — employers understand that life happens.
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