Letter of Intent to Hire

[Your letterhead, if desired; if not, your return address]

[Date of letter-month, day, and year]

[Recipient's first and last names]

[Company name]

[Street or P.O. box address]

[City, State ZIP code]

Dear [recipient's name]:

It was great meeting with you and discussing our company's position of account executive in the operations department. We are pleased to let you know that we intend to hire you for this position, with a starting date for employment within the next month. The salary and benefits will be as discussed at our meeting.

Please respond to me via e-mail or phone, letting me know whether you accept this offer. At that time, we can also discuss employment start date and other pertinent details.

We hope to receive a favorable response from you, and to welcome you to our staff, very soon.

Regards,

[Signature]

[Sender's first and last names]

