Job Offer Clarification Letter

Dear                   ,

Thank you for the prompt telephone call concerning the status of my candidacy. I am very pleased to receive an employment offer for the                               (name of position)position beginning at the                       (date of beginning of job).

Before making a decision regarding this opportunity, I would like to receive additional information about the position.(enlist the information you need to know)

I am very pleased to have been given an opportunity to begin my professional career with your esteemed                            (name of the company). As requested by you, I will make my decision before                             (specify the date of confirmation).

I look forward to speaking and working with you in the near future. 

Sincerely

