Dear [insert Employer’s First Name and Last Name],

Thank you very much for offering me the role of [insert job title] with [insert Company Name]. Though it was a difficult decision, [insert either I have accepted a position with another company or I have decided that this is not the right fit for my career goals at this time]. I sincerely enjoyed our conversations and very much appreciate you taking the time to interview me. 

Again, thank you for your time and consideration. Best wishes in your continued success, and I hope our paths cross again in the future.

Sincerely, 

Your First Name and Last Name
your phone number



