LETTER TO ACCEPT OR DECLINE A JOB OFFER

Once you’ve received an offer of employment, you’ll need to evaluate the offer and accept or decline.  If you accept an offer, communicate your enthusiasm and outline the steps you’ll complete before you begin work.  Be sure to indicate details such as your position, salary, and starting date.

If you decline a job offer, indicate that you’ve considered the offer, but must decline.  If possible, give your reason(s) for rejecting the offer.  Express your appreciation for the opportunity and the employer’s interest in you.

CONFIRMATION LETTER OF A JOB OFFER 

SAMPLE 

Your Street Address 

City, State, Zip 

Month, Day, Year 

Mr. Percy Nell 

Human Resources Manager 

Most Desirable Organization 

1500 Shangri La 

Anytown, IN 88888 

Dear Mr. Nell: 

I was delighted to receive your offer of employment with Most Desirable Organization this afternoon.  As we discussed during our telephone conversation, I will make my employment decision by January 15, 2007, and will be back in touch with you at that time. 

I very much appreciate your interest and confidence in me, and I thank you for the opportunity to consider a career with Most Desirable Organization. 

Sincerely, 

(write your name here) 

(type your name here) 
 SAMPLE—LETTER TO ACCEPT
Your Street Address

City, State, Zip

Month, Day, Year

Mr. Percy Nell

Human Resources Manager

Most Desirable Organization

1500 Shangri La

Anytown, IN 88888

Dear Mr. Nell:

Many thanks to you and Ms. Peterson for your offer to work for Most Desirable Organization.  I am very pleased to accept the Management Trainee position with your Anytown office at a salary of (state the agreed-upon amount).   This position offers excellent opportunities to perform the sort of work that most compels me, and I know that I will do a good job for you.

As we discussed, I will begin work on June 10, 2007.  In the meantime, I will complete the necessary employment forms, obtain the required physical examination, and locate housing.  I plan to be in Anytown within the next two weeks, and will deliver the paperwork to you in person.  At that time, we can handle any remaining items pertinent to my employment.  I will call next week to schedule an appointment.

I very much enjoyed my interviews with you and Ms. Peterson, and look forward to beginning my career with your management team.

Sincerely,

(write your name here)

(type your name here) 

SAMPLE—LETTER TO DECLINE

Your Street Address 

City, State, Zip 

Month, Day, Year 

Mr. Percy Nell 

Human Resources Manager 

Most Desirable Organization 

1500 Shangri La 

Anytown, IN 88888 

Dear Mr. Nell: 

My interviews with Most Desirable Organization over the past several weeks have been both interesting and informative.  However, I have concluded that another employment opportunity will better fit my interests and goals at the present time.  Therefore, I have decided to decline your offer of employment. 

Thank you very much for the time and interest you have invested in me during the interview process with Most Desirable Organization. 

Sincerely, 

(write your name here) 

(type your name here)
