
Validation of Offer Acceptance 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that your acceptance of the offer for the [Position Title] has been 

successfully validated. We appreciate your commitment and enthusiasm and are excited to 

welcome you to our team. 

This letter serves as a formal confirmation of your acceptance and outlines the next steps in the 

onboarding process. Please review the details below: 

• Start Date: [Insert Start Date] 

• Salary: [Insert Salary] 

• Location: [Insert Work Location] 

• Reporting Manager: [Insert Name] 

Please feel free to reach out if you have any questions, or need further assistance prior to your 

start date. 

Congratulations on this new opportunity! We look forward to having you with us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Contact Information] 


