
BUSINESS WRITING EMAIL EXAMPLES FOR TURNING DOWN JOBS

And while it may be tempting to turn down an offer verbally and leave it at that, it's more professional to write a formal
rejection letter to decline the job.

Though it was a difficult decision, I have accepted a position with another company. Try to do so and you'll
risk coming off as unreliable, flaky, indecisive, or worse. Whatever the case, keep your explanation brief.
Letting the company know in a timely manner will help them move forward more quickly in their own
process. I wish you and the company well in all future endeavors. I sincerely appreciate your taking the time to
review my application. What to Include in a Job Rejection Letter Your letter should include the following:
Expression of appreciation for the offer Written rejection of the offer Address the letter to the person who
offered you the position. Follow her on Twitter at skgreen. Say what needs to be said as respectfully as you
can and avoid being overly emotional. Again, thank you for your time and consideration; best wishes in your
continued success, and I hope our paths cross again in the future. You never know when, if or how your paths
might cross again, so it's always a good show of professionalism to exhibit gratitude and timeliness. I
appreciate the time you spent meeting with me to discuss the job. You won't be able to say yes to this
opportunity for an interview after you've said no. Know your bottom line. Now, despite the sunk costs, it is
time to cut your losses and move on. A professional email will help you maintain a positive relationship with
the employer. It is possible to be brief and to the point over email while remaining cordial and polite. This is
important because you never know when you might want to apply for another job at the company. Be rude in
your communications with the hiring manager and you might wind up shut out of other jobs that are more in
line with your goals. I wish you continued success and hope we will have the opportunity to work together in
the future. Let the employer know why you changed your mind, but do so without insulting him or her, or the
company. Perhaps a family emergency has changed your situation, or you have gotten a dream job opportunity
that you just can't turn down. Then, proofread and send yourself a test message to make sure that your email is
correct and formatted appropriately. Again, I appreciate the offer and your careful consideration. Be succinct
and forthright in your response and, if appropriate, offer to stay in touch. No matter your reason for rejecting
the job, keep your explanation brief. In some cases, a phone call is the best way to deliver this kind of news
â€” use your judgment. It was a difficult decision, but I will not be accepting the position. You might be able
to apply for future positions or even the same job later on, if circumstances change â€” that is, after all, one of
the main reasons to send a formal, polite letter declining the invitation.


