
Job Offer Acceptance 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Hiring Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

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

discussed on [Date of Offer]. I am excited to join your team and contribute to the success of the 

company. 

As we discussed, I would like to clarify a few conditions regarding my onboarding process: 

• Confirmation of remote work setup and necessary equipment provision before my start 

date. 

• An outline of the training schedule and resources available for a smooth transition into 

my role. 

• Clarification on the communication tools and protocols to be used during my initial 

period. 

I believe that addressing these points will aid in my effective integration into the team. I look 

forward to your response and to starting my new role on [Start Date]. 

Thank you once again for this opportunity. Please let me know if you require any further 

information at this stage. 

Sincerely, 

[Your Name] 


