Joe Scheribel
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com
Dear Robert Johnson,


Upon reviewing your application and interviewing you in person we are very pleased to appoint you as the new general manager for Miami Electronics in Miami Florida as of July 31 2014. Out of the 100 candidates that applied for this job your skills and experience stood out as exactly what this company needs to succeed.

The conditions of your appointment are included within this packet. If you wish to accept the enclosed conditions and this job please sign and date this letter below and return it to my by August 7 2014. If you no longer wish to accept this job please let me know as soon as possible so we can find someone else to fill the position. If we do not receive a response from you by August 72014 we will assume you are no longer interested in this job and this offer will automatically be withdrawn.

If you have any questions or concerns regarding the enclosed terms and conditions or anything related to your new position please do not hesitate to contact me as soon as possible to discuss them further. Looking forward to working with you.

Sincerely Yours,


Joe Scheribel
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