TEMPLATE - Accepting the Job Offer
Subject: Grateful to Accept the [Job Title] Offer
[Date]
[Hiring Manager’s Name]
[Company Name]
[Company Address (optional)]
Dear [Hiring Manager’s Name],
Thank you for offering me the [Job Title] position at [Company Name]. I’m delighted to accept. I appreciate the confidence you’ve placed in me and I’m excited to contribute to [team/department] on [key focus or project, if applicable].
As discussed, my start date will be [Start Date]. My understanding of the offer is: a base salary of [Salary/Compensation], with [bonus/equity/benefits highlights], reporting to [Manager’s Name]. Please let me know if you’d like me to sign or complete any additional documents before then.
I’m looking forward to getting started and to working with the team. Thank you again for this opportunity.
Warm regards,
[Your Name]
[Phone Number] | [Email] | [LinkedIn (optional)]

TEMPLATE - Declining the Job Offer
Subject: Thank You for the [Job Title] Offer
[Date]
Dear [Hiring Manager’s Name],
Thank you very much for offering me the [Job Title] position at [Company Name] and for the time you and the team invested throughout the interview process. I enjoyed learning more about [team/mission/project] and appreciated the thoughtful conversations.
After careful consideration, I’ve decided to decline the offer. This was a difficult choice, as I’m genuinely impressed by [Company Name] and the work you’re doing. My decision reflects [a better fit for my current goals/timing/personal circumstances], and not any shortcoming in the opportunity presented.
I’m grateful for the experience and hope our paths cross again. I would welcome the chance to stay in touch and cheer on your continued success.
With appreciation,
[Your Name]
[Phone Number] | [Email] | [LinkedIn (optional)]
Find more templates and models at: https://documodels.com/



