REJECTION LETTER TEMPLATE
Date of letter

Your address
Your City, ST Zip
(A/C) Phone

Contact’s Name, with Ms. or Mr.

Organization’s Name

Organiztion’s Address

City, St, Zip
Dear Ms./Mr Name,
Thank you very much for offering me the position of “__________” within the [organization name]. I appreciate the time you took to interview me and inform me of the opportunities available within your organization.
However, I have decided to take a position in another organization. This decision was not made lightly, as I greatly respect the [organization name] and the quality of products that you have provided to this community for so many years. I feel that there are many ways in which I could contribute to your organization, but I feel that this is the right decision for me at this time. 
Thank you for considering me for this position. I wish you, your staff, and the [organziations’ name] continued success.

Sincerely, 

[Signature]
[Your Name]
