Acceptance Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Recipient], Thank you for offering [Role or opportunity]. I am pleased to accept the offer as set out in [Offer reference and date].
My understanding is that [Key agreed details], with a start date of [Date]. Please let me know if any of these details need correction.
I will complete [Required documents or steps] by [Date]. Thank you again; I look forward to [Appropriate next stage].
[Name]




