Employment Acceptance Letter

(Date)

Ms. Ellen Woods

North Jefferson Tower

118 N. Jefferson Street,

Chicago, IL 60661

Ms. Linda Saunders

Summit Media Quest

500 W. Madison Street,

Chicago, IL 60661

Dear Ms. Saunders,

Thank you for offering me the position of Editor-in-Chief of one of the publications of Summit Media Quest. I am greatly honored to be a part of a dynamic team and I look forward to start employment with your company on (Specify Date).

I have read through the letter you have sent to me and I have understood all the details of the job offer including my annual salary and medical benefits. I have enclosed here the original copy of the job offer and had kept the other copy for my personal file as instructed.

Should there be any requirements for completion pertaining to the job offer, please let me know so that I could comply immediately.

Once again, thank you for this wonderful opportunity.

Sincerely,

Ellen Woods
