
Letter of Acceptance 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Designation] 

[Institution Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am thrilled to formally accept the offer for the position of [Position Title] in the [Department 

Name] at [Institution Name]. I would like to express my sincere gratitude for this opportunity 

and my eager anticipation of contributing to such a vibrant academic community. 

After careful consideration, I am excited about the responsibilities and challenges that lie ahead. 

I am particularly looking forward to [mention any specific programs, initiatives, or 

collaborations that excite you]. 

As discussed, I understand that my start date will be [Start Date] with a salary of [Salary 

Details]. I am prepared to fulfill all administrative requirements prior to my joining the faculty. 

Thank you once again for this incredible opportunity. I am looking forward to working with you 

and the rest of the faculty to promote excellence in education and research. 

Sincerely, 

[Your Name] 


