
Approval Letter for Senior Management 

Role Offer 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Subject: Approval for [Position Title] Position Offer 

Dear [Recipient's Name], 

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

thoroughly reviewed and we have decided to extend an offer for you to join our team at 

[Company Name]. 

After careful consideration, your qualifications, experience, and vision align perfectly with our 

strategic goals. We believe you will bring valuable contributions to our organization. 

This offer is contingent upon [any conditions such as background checks or references]. The 

details of your offer, including salary, benefits, and other pertinent information, will be 

communicated to you in the official offer letter. 

We look forward to your positive response regarding this offer. Please feel free to reach out if 

you have any questions or require further information. 

Thank you for considering this opportunity with [Company Name]. We are excited about the 

potential of having you on our team. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


