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January 1, 1999

Mr. Robert Smith, General Manager

ABC Company

1234 Main Street

Department 55

San Diego, CA  99999

Dear Mr. Smith:

I am pleased to accept your offer letter of employment with the ABC Company as your new Vice President of Marketing according to the terms of your offer letter dated December 28, 1998.

It is my intent to start my assignment with you on January 15, 1999.

I am excited about this position with ABC Company and look forward to a long, productive relationship with you.

Sincerely, 

Joseph Candidate 

