Name of the concerned person

Mention designation of concerned person

Name of the Company

Dear Mr. /Ms. /Mrs. (give the name of the receiver),

I am glad to write this letter with reference (talk about reference clearly) to confirm the acceptance of your offered (mention details of designation) job. I will be happy to join your organization (name of the organization) as soon as possible. I am sure this job will have a lot challenging opportunities for me to prove my candidature.

As per our telephonic discussion, my monthly salary will be (mention monthly package) including health insurance and other medical benefits. Travelling allowances and paid leaves will be included in my P.F. if any document is required before my joining your company, please let me know in advance.

You can contact me regarding any query on my (provide your mail id and phone number.)

Once again thank you so much for considering my candidature for this position.

Yours Sincerely,

Your Name

