
 

   
 

Acceptance Deadline Extension & Offer  Timeline Request �± Sample Messages 
 

�,�I���\�R�X�¶�U�H���F�R�Q�G�X�F�W�L�Q�J���D���G�L�O�L�J�H�Q�W���L�Q�W�H�U�Q�V�K�L�S���R�U���M�R�E���V�H�D�U�F�K�����W�K�H�U�H���L�V���D���F�K�D�Q�F�H���\�R�X�¶ll receive or hope to 
receive multiple offers, which may have conflicting timelines.  You might receive an offer with a deadline 

�W�R���D�F�F�H�S�W�����Z�K�L�O�H���\�R�X�¶�U�H���V�W�L�O�O���Z�D�L�W�L�Q�J���W�R���K�H�D�U���E�D�F�N���I�U�R�P���D�Q�R�W�K�H�U���H�P�S�O�R�\�H�U�������5�H�D�G���R�Q���I�R�U���V�R�P�H���V�D�P�S�O�H��
messages to request an extension on an acceptance deadline, or information on a hiring timeline for a 

preferred role. 
 
Subject: Thank you for your offer!

allow me a bit of 
extra time to review and consider. 
 
At this time, I respectfully ask you for the favor of a short extension of my acceptance deadline.  You 
have requested my decision by today, Monday, October 28�����E�X�W���,�¶�P���K�R�S�L�Q�J���\�R�X�¶�O�O���D�O�O�R�Z���P�H���W�R���U�H�V�S�R�Q�G on 
or before Friday, November 3. 
 
Thank you very much for your time and consideration.  I look forward to hearing from you. 
 
Sincerely, 
Mary Marquette 
------------------------------------------------------------------------------------------------------------------------------ 
 
Subject: Thank you for your offer! 
 
Dear Mr. Smith, 
 
I am writing to thank you for your generous offer of a full-time position with _____________.  I am 
�K�R�Q�R�U�H�G���E�\���\�R�X�U���R�I�I�H�U�����D�Q�G���Z�K�L�O�H���,���D�P���Y�H�U�\���H�[�F�L�W�H�G���D�E�R�X�W���W�K�L�V���R�S�S�R�U�W�X�Q�L�W�\�����,�¶�P���D�O�V�R���L�Q���W�K�H���K�L�U�L�Q�J���S�U�R�F�H�V�V��
�Z�L�W�K���R�W�K�H�U���F�R�P�S�D�Q�L�H�V�����D�Q�G���,�¶�G���O�L�N�H���W�R���U�H�V�S�H�F�W�I�X�O�O�\ ask you for the favor of a two-week extension of my 
acceptance deadline.  You have requested my decision by Friday, April 13�����E�X�W���,�¶�P���K�R�S�L�Q�J���\�R�X�¶�O�O���J�L�Y�H���P�H��
until Friday, April 27 to respond to your offer. 
 
Thank you very much for your time and consideration.  I look forward to hearing from you. 
 
Sincerely, 
Ethan Eagle 
------------------------------------------------------------------------------------------------------------------------------ 
 
Subject: Position Title 
 
Dear Ms. Jones: 
 



 

   
 


