
Approval Letter for Job Position 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Job Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We are pleased to inform you that your application for the position of [Job Title] has been 

approved. After careful consideration of your qualifications and experience, we are confident in 

your ability to contribute effectively to our team. 

Please review the terms of your employment outlined below: 

• Start Date: [Insert Start Date] 

• Salary: [Insert Salary] 

• Department: [Insert Department] 

• Reporting to: [Insert Supervisor's Name] 

We are excited to have you join our team and look forward to your positive contributions. Please 

confirm your acceptance of this position by [Insert Confirmation Date]. 

If you have any questions, feel free to reach out to me directly. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Your Contact Information] 


