

To,
Tony Gibbs
65 Little High Road
South Leeds, UK 5378
Dated: 23rdof June 20XX
Respected Mr. Gibbs,
This letter is in regards to the interview that you appeared for on 11th of June 2012 for the position of customer service executive. We would like to bring to your notice that you have been selected for the particular position and we are pleased to offer the job to you.
We were looking for a candidate who was responsible and hard working and has the ability to take challenges. We found these qualities in you and so decided to give you the job. Your date of joining will be 1st of July 2012. You will have to report to Mac Leod who will be the manager of operations. For the first three months you will be undergoing training and you will be on probation for the first six months during which you are not allowed to take any paid leave. The company will be paying a monthly salary of $2000.
I hope you agree all the terms and conditions and hope to see you on the date of joining.
Regards,
Jack Ripper
HR Manager
Glenn Manufacturers Limited


