To,
Luis Johnson,
450, Park Street,
New York
NY 10234
Date: 
Subject: Job offer congratulation letter
Dear Mr. Johnson,
I am very pleased to inform you that you are selected to work as a Programmer in the Software Department of ABC Company.  Congratulations!  I am happy to make you the following job offer and hope you will accept our offer.
The post we are offering is of Assistant Programmer in the Software Department. You will be appointed at a starting salary of $2000.00 per month.  You will be directly reporting to our IT head, Mr. Mike Lathy.
We would like you to start work on (Date: ). On that day you can come to our office at 455 North Tower and report to Mike Lathy. You can meet our human resources manager that day and sign up your complete benefits package.
Please notify your acceptance of this job offer by signing in the space below and return it to me by (Date: ).
If you have any queries you can contact me on 998 4321 448.
I welcome you warmly to ABC Company and look forward to your acceptance and a mutually beneficial work relationship.
Sincerely
John Doe
HR Manager
ABC Company
 
I hereby accept the offer stated above.
Name___________________________________Date___________________________


