
Job Offer Acceptance Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[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 position of [Job Title] at [Company's Name] as 

discussed. After clarifying the benefits associated with this role, I am excited to confirm my 

acceptance. 

I appreciate the extensive benefits package, including [mention specific benefits discussed, e.g., 

health insurance, retirement plans, etc.], which aligns perfectly with my career goals and 

personal needs. 

Please consider this letter as my official acceptance of the offer, with my start date confirmed for 

[Start Date]. I look forward to joining the team and contributing to [Company's Name]. 

Thank you once again for this opportunity. 

Sincerely, 

[Your Name] 


