 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re:  Offering you the post of [ the position ]

Further to your interview on [ date ],  we are very pleased to offer you the post of [ the position ] in our Company.

We would appreciate it if you could come in to our office to sign the contract at            [ time ] on [ date ] . If you cannot make it, please call us to rearrange a time.

Should you have any enquiries concerning the signing of contract, please do not hesitate to contact us.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

