[Date]

[NAME]
[ADDRESS}

Dear Mr. / Ms. [NAME],

With reference to the interview you have had with us on [DATE], we have pleasure in offering you the position of [DESIGNATION – DEPARTMENT] at our [Location], on the terms and conditions mutually discussed and agreed by us.

As discussed, you are requested to join the company on or before [DATE].  The formal appointment letter will be issued to you on your joining our organization.

Kindly return the duplicate copy of this letter duly signed by you.

Yours faithfully,
