June 24, 2005 

Mr. John Smith, 
Head of ........ 
(address of the company) 

Dear Mr. Smith: 

I would like to sincerely thank you for offering me the position of Maintenance Manager in ABC corporation. I am very pleased to accept this promotion offer. You provide me the opportunity I seek. 

I want to thank you for the expression of faith in my abilities that you have exhibited by this gesture and will certainly do my very best not to disappoint you. I am looking forward to my new responsibilities. I assure you that I would definitely be a value-added addition to ABC Corporation. 

Sincerely yours, 
XYZ 
