To
Mr. Neil O’Brian
HRD Manager
HNJ Associates
Chicago, Illinois
Date:  
Dear Mr. O’Brian
Subject: Job Offer Request Letter
This is to request you to send me an offer letter for the job you offered me during the campus interview held in the Illinois University on (Date: ). I was offered the job of a Business Analyst in your company.
As you know, there are several campus interviews that are held during this time and it is the policy of our University that we will not be able to sit for any other campus interview if we have already got a job. Since your company has offered me a job, and we have discussed the job role and the salary I assume that I can count on your offer. Since I do not have the offer in writing I am in the lurch and thus requesting you to formalize it by sending me an offer letter.
I hope to hear from you soon.
Yours Sincerely
Jake Ballard




