
Job Acceptance Acknowledgment 

Date: [Insert Date] 

To, 

[Employee's Name] 

[Employee's Address] 

[City, State, Zip Code] 

 

Dear [Employee's Name], 

We are pleased to acknowledge your acceptance of the position of [Job Title] with [Company 

Name] as of [Start Date]. 

Your skills and experience will be a valuable addition to our team, and we look forward to 

working with you. 

Please find enclosed the details regarding your job role and responsibilities. 

If you have any questions or need further information, feel free to reach out. 

Once again, congratulations, and welcome aboard! 

 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 


