JOB OFFER 



Your Ideal EMPLOYER

789 Company Boulevard        
 

Any town, USA 12345


Corporate Headquarters: 

· Phone: (555) 123-4567

· Fax:      (555) 123-4567
· E-Mail: yie@ideal_employer.com  


Dear Ideal Candidate,

We are delighted to offer you the position of Vice President, effective the first of next month, contingent upon your passing our standard new employee physical examination.  Our offer includes:

· Base salary

· Incentive programs


· Executive perks
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