Promotion Acceptance Letter Format
AnthonyT.Morris
1836ThrashTrail
Point,TX75472
December 13th, 2011
To
LeslieR.Talley
HRManager,
YUZMfg.IndustriesLtd.
2571HighMeadowLane
Pittston, PA 18640
Subject: acceptance letter with reference to your offer for promotion
Dear Sir,
I am very happy to receive the promotion offer dated 6th December 2011. It has come as a pleasant surprise for me to have been offered this post of Administration Head position within a very short time span. With this letter I inform you about my acceptance for the offer. I would like to express my sincere gratitude to the management for considering my proposal.
[bookmark: IL_AD5]I am well aware of the additional responsibilities associated with the position and promise you to give a consistent performance throughout my tenure. I would be accountable for discharging all the administration functions and function as a supervisory authority.
[bookmark: IL_AD3]Thank you for considering my job profile for promotion as an administration officer. Be assured about my capabilities and sincerity to work. Hope to receive all the necessary documents soon.
Yourssincerely,
Anthony T. Morris

