DTR Email Template
Dear [Person’s Name Goes Here],

PARAGRAPH 1 [CLEARLY ESTABLISH HOW YOU FEEL!]
I could never seem to find the right words to begin this email. Honestly, I should have told you how I felt before...but sometimes I have a hard time communicating effectively how I feel.  Let me state it clearly, so that there is no room for misinterpretation.  [Choose Option 1 or Option 2]  

Option 1: I do not want to pursue any romantic relationship with you.  I see you completely as a friend and mentor, and have always seen you that way.  In fact, I was a little shocked when you told me your feelings for me, because I had always thought that our relationship was defined as a "mentor" and "student" type of relationship, and that's why I opened myself up to you.  
OR
Option 2: I want to pursue something with you on a romantic level.  I definitely like you as more than a friend, and as such, would love to take our relationship to the next level.   
PARAGRAPH 2 [The second paragraph varies based on which route you take.  Please look over both choices and choose carefully.]

Option 1: I'm sorry if there was any confusion or misleading on my part. I felt the license to spend time with you and talk because I thought the relationship was clearly established as [Insert what you thought the relationship was].  Honestly, I truly enjoyed our time together, and respect you as a person.  [You can insert other “flattering” comments here about your time together.  Do not go overboard though!]  However, I never thought that either of us would feel romantically toward each other.  I must apologize for any possible action I committed to give you the wrong idea.  
OR
Option 2: I have really enjoyed spending time with you and getting to know you on a deeper level.  You are an amazing person, someone I truly respect and admire, and I hope you feel the same way toward me.  Before we get any closer, for the purpose of guarded my heart and yours, I wanted to make sure that we were on the same page.  

PARAGRAPH 3 [CONCLUSION]
Option 1A: I hope that this clears up my position, and helps you to understand where I'm coming from.  I do care about you, but not in a romantic way.  I hope that we can remain friends and continue to work together, but if this is difficult for you under these circumstances, I will understand.  Please accept my most sincere apologies again for my inability to communicate...I really cherish our friendship, and if it is possible, would love to keep it intact even under these circumstances.
Option 1B: I hope that this clears up my position, and helps you understand where I’m coming from.  I do are about you, but under these circumstances, I do not think that our relationship can continue.  I do not want to mislead you ever, and I feel like every time we’re together our relationship will be strained and awkward.  As such, although it grieves me that it has to be this way, I can no longer be your friend.  Please take care of yourself, and thank you for your care and consideration.

OR
Option 2: I hope this clears up my position, and helps you to understand where I’m coming from.  I know that this may come as a surprise to you, but I really believe that if we got to know each other more, we could really work.  Please take your time to consider how you feel about the situation, and reply accordingly.  I will be awaiting your response!  











Sincerely,











[Your Name Goes Here]   
Disclaimer: This is a template!  You do not need to follow it exactly.  Change the wording and phrasing as you see fit.  However, if you want to just send it as is, simply change the font color, insert in the brackets your own wording, and you should be good to go!
