REJECTION OF OFFER LETTER

Gale Rogers galerogers@gmail.com « 1155 Adams Road « Winnetka, IL 60093 + (999) 555-8524

Date of Letter

Mr. George Duvall, Manager
Sales and Marketing Division
Colonial Properties, Ltd.
1700 Colonial Parkway
Williamsburg, VA 23186

Dear Mr. Duvall:

Thank you for offering me the position of Commercial Leasing Agent with Colonial
Properties. | appreciated discussing the details of the position with you and your
willingness to give me time to consider your offer.

You have a fine organization and there are many aspects of the position which are very
appealing to me. However, | have decided to decline your generous offer. | want to
thank you for the consideration and courtesy extended to me during the interview
process. It was a pleasure meeting you and your fine staff.

Sincerely,

(Handwritten signature in blue ink)

Gale Rogers

Letter samples adapted from “The Art of Writing Job-Search Letters” by William J. Banis (reprinted in Job Choices for Business &
Liberal Arts Students: 2009, pages 32-38).




