 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Rejection of the job offer

Thank you for your recent letter dated [ date ] informing me of the job offer of [ the position ] granted by your Company.

I feel honoured to receive this job offer from such a respected company such as yours. However, after careful consideration, I regret to have to tell you that I will decline this valuable offer. This is mainly because [ the reason ].

Once again, thank you for the offer and I do hope we can cooperate sometime in the future.

Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

