Revising Job Offer: Can Accommodate Request
[Name, Company Name & Address here]

[Date]
 
Dear [name],
 

 
It was pleasing to meet you on [date] for interview for the post of [position title] in our company [Company name].

I am delighted to inform you that we have accepted your request of – [State here the request made by the applicant you previously denied].

Details of the revised employment offer:
– [State here the terms & conditions of the offer] –

(i) Joining bonus of $[amount]

(ii) Basic pay $[amount]

(iii) Annual performance bonus

(iv) Loyalty bonus after one year

(v) [No. of days] vacation per year

(vi) [No. of days] sick leaves

Your joining date will be [joining date here]. If you have any problem for joining on this date, please inform us as soon as possible.

Please note that we hold this employment offer for you for the next [No. of days] days. We request you to please confirm your joining before this date.

We welcome you to the family of [Company name]
 
Sincerely,
 
[Your name]

[Designation]
