
	QUICK  TIP      
	Acceptance Letter

	7
	


When you are offered a job you should send a letter to let the employer know you are accepting the job and you agree to the terms and conditions of the offer.  Here is an example:
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November 3, 2003

51 Maple Drive
Ridgewood, New York 10825 

Mr. Michael Money
Manager of Finances
TMS Company
44 Dollar Avenue, Suite 322
New York, NY 10010 



Dear Mr. Money:

I cannot tell you how excited I was to receive your offer of the Analyst position at XYZ Company. 

The start date that you suggested, Monday, August 20, is a perfect starting date for me. I will report to you at 9:00 am in the third floor office.

I would like to thank you again for the opportunity to join XYZ Company. I look forward to contributing to the success of the company.

Very Sincerely,
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Jane Q. Student
Letter taken from: http://www.baruch.cuny.edu/careers/students/job_tools/jobsearch/accept_offer.htm
1
2
Quick Tip material can be found at www.quintcareers.com


