Job Offer Acknowledgment Letter

If a hospital, MD, company, or organization offers you a job or position, it is customary to send an acknowledgment letter.

Sample acknowledgment letter:

1775 Revolution Way

Springfield, MA 09874

Nov. 19, 2002

Complementary & Alternative Health Care, P.C.

1820 Lewis & Clark Dr.

Springfield, MA 09855 

Dear Dr. Canby,

Thank you for your telephone call offering me a position as staff acupuncturist at your clinic at an annual salary of ($XX,XXX). After visiting your clinic, I knew I would very much like to work with you and your organization. I was impressed with all the people I met and felt very comfortable with the environment.

You have requested a decision within two weeks, and I will honor that deadline. Though this is a very attractive offer and a good match for the type of challenge and opportunity I am seeking, I want to give careful consideration to this very important decision about my career.

I appreciate the confidence in me that your offer expresses. I will be in touch with you soon. In the meantime, if there is any additional information you need, please let me know.

Very truly yours,

Ian Andrew Acupuncturist, Lic. Ac.

Sample Job Acceptance Letter

1775 Revolution Way

Springfield, MA 09874

Nov. 29, 2002

Complementary & Alternative Health Care, P.C.

1820 Lewis & Clark Dr.

Springfield, MA 09855 

Dear Dr. Canby,

I am please to accept your offer, and I am looking forward to joining you and your staff next month.

Practicing acupuncture in your clinic is ideally suited to my background and interests. I assure you that I will put forth my best efforts in treating the patients at your clinic.

I understand that I will begin work on Monday, Dec. 8. By way of confirmation, I agreed to a starting salary of (state offer, terms, etc.). If, in the meantime, I need to complete any paperwork or take care of any other matters, please contact me at 204-545-0378.

In closing, let me say that I very much appreciated the professional manner in which my hiring was conducted.

Sincerely,

Ian Andrew Acupuncturist, Lic. Ac.

Sample Job Offer Rejection Letter

1775 Revolution Way

Springfield, MA 09874

Nov. 29, 2002

Complementary & Alternative Health Care, P.C.

1820 Lewis & Clark Dr.

Springfield, MA 09855 

Dear Dr. Canby,

After considerable thought, I have decided not to accpet your offer of employment as outlined in your (date) letter. This had been a very difficult decision for me. However, I feel I have made the correct one at this point in my career.

Thank you for your time, effort, and consideration. Your confidence in me is sincerely appreciated.

Yours,

Ian Andrew Acupuncturist, Lic. Ac.

Sample letter requesting extension of deadline:

1775 Revolution Way

Springfield, MA 09874

Dec. 9, 2002

Complementary & Alternative Health Care, P.C.

1820 Lewis & Clark Dr.

Springfield, MA 09855 

Dear Dr. Canby,

I think you know how serious I am about the position you have offered and how pleased I am to have received it. However, I do have some other personal commitments that I am rapidly trying to bring to a close. These obligations will influence my decision, and I find that I will need some additional time to respond to your offer.

I anticipate being able to give you a firm answer by Dec. 16th. Please let me know if this is accpetable. Again, I am delighted with your offer and appreciate your understanding.

Sincerely,

Ian Andrew Acupuncturist, Lic. Ac.

