JOB OFFER
Dear John:

Acme Sales, Inc. is pleased to offer you a job as a Sales Manager. We trust that your knowledge, skills and experience will be among our most valuable assets.

Should you accept this job offer, per company policy you'll be eligible to receive the following beginning on your hire date. See enclosed document.

We at Acme hope that you'll accept this job offer and look forward to welcoming you aboard. 

Sincerely,

[Signature]

Judy Smith

Sales Director

