[Date]

[Employer]

[Employer's Address]

Dear [Employer's Representative]
:

This is to advise you that I choose to accept the offer of employment extended to me [Employment Offer Date]
 for the position of [Name or Description of Position]
.

I understand that employment will commence on [Date Job Starts]
 at the company's offices at [Address of Company]
 and that my starting salary will be [Salary]
.
If I have misstated any term of the employment offer, please let me know.  Otherwise, I look forward to seeing you on [Date Job Starts]
.

Very truly yours,


________________________

[Employee]

�PAGE \# "'Page: '#'�'"  ��WHAT


Enter the date that the acceptance letter will be sent.





This is not the date that the job will start, or the date that the offer is made.  This date is simply the date the letter is sent.  It is placed here because it is customary, and very professional, to date a letter.
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LegalPoint assumes the Employer is a corporation, but it could also be some other type of organization, or an individual.








IMPORTANT TIP


When filling in the Employer's Address, be sure to send the letter to the attention of the person who extended the offer.  For example, add "Attention: Robert Smith" at the bottom of the address.  If you do not know who to send the letter to, use "Attention: Human Resources Department".
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LegalPoint assumes the Employer is a corporation, but it could also be some other type of organization, or an individual.








IMPORTANT TIP


When filling in the Employer's Address, be sure to send the letter to the attention of the person who extended the offer.  For example, add "Attention: Robert Smith" at the bottom of the address.  If you do not know who to send the letter to, use "Attention: Human Resources Department".
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Enter the name of the Employer's representative to whom you are writing.








HOW


If you have interviewed over a period of time and are comfortable with the representative, you may want to use their first name.  If you do not know the Employer's representative and are sending the letter to the human resources department, insert "Sir or Madam".
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Enter the date that the employment offer was extended.








HOW


If the offer was extended in writing, insert the date of the letter or other document in which the offer was extended.  For example:  "in your letter dated July 30, 1994."





If the offer was extended verbally, use the date that the offer was first discussed.
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Enter the job title or description of the position that you are accepting.








WHY


Including the job title or description of the job will help to confirm that there is no confusion between you and your new employer.  If there is some misunderstanding about the job that you are accepting, the prospective employer will now be aware of it, and should know to contact you quickly.
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Enter the date that the job will start.








WHY


This makes your understanding of the start date clear to the Employer.  If there has been some confusion about the start date, the Employer will now be aware of it, and should know to call you.
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Enter the Employer's address where you expect to report.








WHY


For a company with many offices, it is not always clear where you are to report on the first day of work.  This will make it clear to the Employer where you intend to report for work, and gives the Employer the opportunity to clear up any misunderstanding.





If the company has multiple offices, this address may be different than the address that you are mailing this letter to.
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Enter the amount of your salary or compensation.








WHY


You will want to make sure that there is no confusion about the most important aspect of your job - your salary.  Note the amount of the salary and the pay period here.











SAMPLE TEST


"eight dollars ($8.00) per hour"


	


"three thousand dollars ($3,000) per month"


	


"fifty thousand dollars ($50,000) per year"
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Enter the date that the job will start.








WHY


This makes your understanding of the start date clear to the Employer.  If there has been some confusion about the start date, the Employer will now be aware of it, and should know to call you.
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LegalPoint assumes that you are the Employee.





