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	Body: [Date]
 
[Company name]
[Courtesy title (Mr., Ms., Dr.] [Addressee’s first and last name]
[Addressee’s job title if available]
[Mailing address – street or P.O. Box]
[City], [State] [Zip code]
 
[Courtesy title] [Last name]:
 
Thank you for your interest in providing [specify types of goods or services] to [insert company name]. We appreciate [specify what they did, such as submit a request for proposal, bid on a project, provide a catalog, meet with  your team in person, etc.]. While the information you provided was helpful, we have [specify the outcome you have decided on, such as saying something like decided to go in a different direction, selected another vendor, chosen not to invest in this type of product or service at the present time, etc.].
 
[If you feel it is relevant, include a brief paragraph explaining why you made the decision you did. This is optional. If you choose not to provide this type of information, go straight to the conclusion. If you do this, keep the tone professional and neutral.]
 
Again, thank you for your interest in working with [insert company name]. I will keep your contact information on file. You may hear from me in the future if other needs arise that fall within your company’s scope. Best wishes for continued success.  
 
Regards,
 
[Sign here]
 
[Type sender’s name], [Title]
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