Letter of Thoughtful Refusal

Date: [Insert Date]

To: [Recipient's Name]
Address: [Recipient's Address]
Dear [Recipient's Name],

Thank you for reaching out and considering me for [specific engagement involvement]. | truly
appreciate the opportunity and the trust you have shown in my abilities.

After careful consideration, I must respectfully decline your invitation due to [brief reason, e.g.,
prior commitments, personal reasons, etc.]. It was a difficult decision, as | believe in the
importance of [related engagement value or purpose].

I wish you all the best in [mention the project, event, or engagement] and hope to be able to
collaborate in the future under different circumstances.

Thank you once again for your understanding.
Sincerely,
[Your Name]

[Your Contact Information]



