Instructions: Utilize this template to decline acceptance of an award being offered by a person who has
or is seeking a financial relationship with your department. Text in [brackets] require you to insert your
own text. Delete these instructions and the brackets before sending the letter to the donor.

[Insert Letter Date]
[Name of Requestor
Requestor Title

Business Name
Business Address]

Dear [insert name of requestor]:

Thank you for letting me know that your organization wishes to present me with an award at your
upcoming event. While | appreciate your consideration, | must decline the award to avoid any
perception that [insert name of your department]’s contracting decisions might be influenced by the
proposed recognition.

Best wishes for a successful event.

Sincerely,

[insert your name/title]



