
To,
Jacob Hedley
J-90, James Street, Toronto, Canada
42379932402
29th May 20XX

Subject: letter of intent for senior project manager position
Respected Mr. Hedley,
This is to inform you that we at ‘Lawrence Construction works’ have gone through you application for the job position of the senior project manager and have considered you as the suitable choice for the position. We intend to offer you this job and hope that you shall revert back with a positive response. For your convenience and information, the following job related details have been given:
Salary package: $40000 per year
Working days: Monday to Friday
Number of offs permitted in a year: 30
Timings: 9 am to 6 pm
This job position is one of the supreme positions in our company and any person who takes it is expected to bring along all the experience, knowledge and expertise to the floor.
Please revert back to us within one week.
Thanking you
Yours sincerely
Cindy Mathews
MD, Lawrence Construction works
