Sample Letter Accepting an Offer

123 University Place Apt. 1-B
Princeton, NJ 08540

March 15, 2005

Ms. Janet Smith

Director of Marketing
Ajax Widget Corporation
987 Smith Blvd.
Philadelphia, PA 19104
Dear Ms. Smith:

I am happy to accept your offer to join the Ajax Widget Corporation’s new product development
department at a starting salary of $37,000 per year.

Thank you for your assistance with my questions about relocation to the Philadelphia area; your
help will make my transition quite smooth. Per you request, | am keeping receipts related to my
move to submit to you later for reimbursement purposes.

As we discussed, | will report to your office on June 25, 200x, eager to contribute to the new
product development department and Ajax Widget.

Sincerely,

Elizabeth Student



