
Job Offer Acceptance 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Employer's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Employer's Name], 

I am writing to formally accept the job offer for the position of [Job Title] at [Company's Name]. 

I am excited about the opportunity to join your team and contribute to the company's success. 

In reviewing the offer, I would like to inquire further about the benefits included in the package. 

Specifically, I would appreciate more details regarding: 

• Health insurance options 

• Retirement plan contributions 

• Paid time off and vacation policies 

• Any additional employee benefits 

Thank you once again for this opportunity. I look forward to your response and to starting my 

new role on [Start Date]. 

Sincerely, 

[Your Name] 


