Ima Gud Candidate

1234 Lake Job Road

Atlanta, GA  30341

(555) 678-9101

imagcandidate@yahoo.com
September 5, 20xx

Mr. Lloyd Williams, Director

Human Resources Department

XYZ Bank

P. O. Box 98765

Charlotte, NC  28201

Dear Mr. Williams:

Thank you for your recent offer of employment as a Management Trainee with XYZ Bank.  I am quite pleased to accept this offer.  The position sounds quite challenging, particularly the 12-month rotation among your regional offices.  I am looking forward to this challenge and believe I will be successful at meeting your expectations.

I understand that your offer involves a starting date of January 5, 20xx.  I also understand that the salary offer is $xx,000.00, plus benefits discussed at my most recent interview.  I will contact you within the next several weeks to discuss travel and moving details as you requested.

Once again, thank you for your offer.  I am excited about becoming part of the XYZ’s bank team.

Sincerely,

Ima G. Candidate

