Job Acceptance Letter
Free job-acceptance template and three worked examples from all-docs.net. No signup. Run the sequence in order: accept in writing, wait until every condition on the offer is cleared in writing, and only then resign from your current job.
Template
[Your Name]
[Email]  |  [Phone]

[Date]

[Name of the person who made the offer]
[Title, Company]

Dear [First name],

Thank you for the offer to join [company] as [job title]. I am delighted to accept.

As set out in your letter of [date], I am accepting [salary], [bonus or allowances], [leave entitlement], and [probation period]. [For a remote or hybrid role: office days, equipment, and time zone.]

I confirm my start date as [date]. [Or: I would like to ask about the start date, because my notice period runs to [date].] Please let me know what you need from me beforehand, including anything outstanding for [checks].

Thank you again. I am looking forward to working with you and the team.

Yours sincerely,
[Signature]
[Your Name]
Example 1: standard acceptance
Samuel Adeyemi
samuel.adeyemi@example.com  |  +44 7700 900142

25 July 2026

Ms. Hannah Cole
Head of Engineering, Brightwater Systems

Dear Hannah,

Thank you for the offer to join Brightwater Systems as a Senior Data Engineer. I am delighted to accept.

As set out in your letter of 22 July, I am accepting a salary of GBP 68,000 a year, a discretionary bonus of up to 10 percent, 25 days of annual leave, and a six-month probation period. The role is hybrid, with Tuesdays and Thursdays in the London office, and the company will provide the laptop and monitor.

I confirm my start date as Monday 1 September 2026. Please let me know what you need from me before then, including anything outstanding for the reference and right-to-work checks.

Thank you again for a straightforward process. I am looking forward to working with you and the team.

Yours sincerely,
Samuel Adeyemi
Example 2: accepting, and asking for a different start date
Dear Hannah,

Thank you for the offer to join Brightwater Systems as a Senior Data Engineer. I am delighted to accept, on the terms set out in your letter of 22 July.

One request on timing. My current contract requires one month's notice, so the earliest I could start without leaving my present employer short is Monday 15 September 2026 rather than 1 September. If that works, I will confirm it with them this week. If 1 September is fixed for business reasons, tell me and I will see what can be agreed at this end.

Everything else in the offer is agreed as written. Thank you again, and I am looking forward to joining.

Yours sincerely,
Samuel Adeyemi
Example 3: accepting an offer that is still conditional
Dear Hannah,

Thank you for the offer of the Senior Data Engineer role at Brightwater Systems, which I am pleased to accept on the terms in your letter of 22 July.

I understand the offer remains subject to two satisfactory references and a right-to-work check. I have sent my referees' details to your recruitment team today and can bring my documents to the office at any time this week.

Once those checks are complete, please confirm in writing that the offer is unconditional. I will give notice to my current employer at that point, and we can fix the start date from there.

Yours sincerely,
Samuel Adeyemi
Before your first day
Get the unconditional confirmation in writing before you resign. Read the contract that arrives against your acceptance and raise any difference in writing straight away. Check what you are giving up (unvested bonus, unpaid leave balance, notice period). Ask about onboarding documents, equipment, and where to report.

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/business-formal-letters/job-acceptance-letter-template/
