Acknowledging a Job Offer
Richard Anderson,
1234, West 67 Street,
Carlisle, MA 01741,
(123)-456 7890.
Date: 1st May, 2005.
Mr. John Smith,
National Accounts Inc.,
257, Park Avenue South,
New York, NY 12345-6789.
Dear Mr. Smith,
I am writing this letter to tell you that I acknowledge your letter offering me the position of a legal representative with National Accounts Inc. first of all I would like to thank you sincerely from the bottom of my heart for considering me a suitable candidate for the post. I am aware and I completely understand your terms and I assure you that I certainly will let you know my response before the deadline of March 20, 2004. I appreciate your allowing me ample time to consider your offer so that I can be sure my decision will be in the best interest of both my career goals and the needs of your corporation.
      In the meantime, should I have any questions, I will call you. Please do not hesitate to call me if I can provide you with any needed information.
Sincerely,
Richard Anderson.
