
Dear Mr./Mrs. Representative:

Thank you for offering me a position with (name of organization) in your 
(location or division). I appreciate the efforts that everyone in your orga-
nization have made on my behalf.

After giving your offer serious consideration, I am confident that joining 
your firm will offer the challenges and rewards I seek. I enthusiastically 
accept your offer of employment at an annual salary of $________, and a 
start date of (date). Becoming a (position title) with (name of organiza-
tion) will provide me the opportunity to make a genuine contribution and 
to develop professionally.

On (date) I plan to be in the area to look for suitable housing. Would you 
please send me any pertinent information you have available? I want to 
express my appreciation again for the many courtesies you and others 
in your organization have extended to me. I am looking forward to be-
ginning a rewarding career with (name of organization).

Sincerely,

Your Name
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