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Date : 
NAME
ADDRESS



Sub : REQUEST TO CHANGE JOINING DATE

Dear Mr.
I am delighted by your offer to join [COMPANY NAME].  I find the position and job duties to be challenging, yet tailored to my abilities.

I am quite pleased with the salary and benefits package. I am also excited about working in a new atmosphere. I humbly request that we change my starting date from June 15 to June 30 to accommodate engagements I have previously made.]  I trust this to be reasonable.

Allow me to call you on [DATE and Time] to finalize the offer. I look forward to working at [COMPANY NAME].

Sincerely,

[name]

