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Dear MACROBUTTON  DoFieldClick [Recipient Name]:

I am writing to withdraw my name from consideration for the position of executive administrative assistant with your firm because I have accepted an offer from another company.

However, I thank you for your time and candor in describing both the position and the corporate culture. You were most kind, and I appreciate the encouragement you offered me.
Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
Copyright © 1996 by the McGraw-Hill Companies, Inc.
