
Offer Acceptance Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to formally accept the offer for the bilingual position at [Company Name] as 

discussed in our recent conversation. I am excited about the opportunity to contribute to your 

team and leverage my proficiency in [Language 1] and [Language 2]. 

My language skills, combined with my passion for [specific field or industry], will enable me to 

effectively communicate and collaborate with diverse clients and colleagues. I am committed to 

utilizing my bilingual abilities to enhance the company's initiatives and foster inclusive 

communication. 

Thank you once again for this opportunity. I look forward to being a part of [Company Name] 

and contributing to our shared goals. Please let me know if you need any further information 

from my side. 

Sincerely, 

[Your Name] 


