
4 Job Offer Acceptance
Confirmation Email Template

Standard job offer acceptance confirmation template

Subject: Job Offer Acceptance Confirmation - [Candidate Name]

Dear [Candidate Name],

We're thrilled to officially acknowledge your acceptance of the [Job Title] position at

Adaface! We're so excited to welcome you to the team.

This email confirms that you have accepted our offer as outlined in the offer letter dated

[Date of Offer Letter].

Here's a quick recap of the important details:

Job Title: [Job Title]

Start Date: [Start Date]

Reporting Manager: [Reporting Manager Name]

Compensation: [Salary or Hourly Rate]

Benefits: As detailed in the offer letter and employee handbook.

Please remember to complete the onboarding tasks outlined in the previous email by

[Date]. If you have any questions or require further clarification before your start date,

please don't hesitate to reach out to [HR Contact Person] at [HR Contact Email] or [HR

Contact Number].

We are looking forward to your contributions to Adaface!

Best regards,

[Your Name] [Your Title] Adaface

Detailed job offer acceptance confirmation template

Subject: Job Offer Acceptance Confirmation - [Your Name] - [Job Title]

Dear [Candidate Name],

We are thrilled to officially confirm your acceptance of the [Job Title] position at

[Company Name]! We are so excited to welcome you to the team.

This email serves as a formal confirmation of your acceptance. Here’s a summary of key

details:

Job Title: [Job Title]

Department: [Department]

Reporting To: [Hiring Manager Name]

Start Date: [Start Date]

Compensation: [Salary] per [Year/Month], paid [Frequency - e.g., bi-weekly].

Benefits: As discussed, you are eligible for our benefits package, which includes

[mention 2-3 key benefits, e.g., health insurance, paid time off, 401k]. A detailed

benefits guide will be sent separately.

Next Steps:

�. Onboarding Documents: Please complete the attached onboarding documents by

[Date]. These include [list key documents, e.g., employee information form, tax forms,

direct deposit authorization].

�. Background Check: We will be initiating a background check. You will receive a

separate email from [Background Check Company] with instructions.

�. First Day Details: On your first day, please arrive at [Time] and report to

[Location/Reception]. [Hiring Manager Name] will be there to greet you.

�. Equipment: You will be provided with a [Laptop/Desktop] and other necessary

equipment on your first day.

In the meantime, please don't hesitate to reach out if you have any questions. We're here

to help make your onboarding as smooth as possible. We can't wait to have you on board!

Welcome to [Company Name]!

Sincerely,

[Your Name] [Your Title] [Company Name] [Contact Information]

Remote position job offer acceptance confirmation
template

Subject: Job Offer Accepted - [Candidate Name] - [Job Title]

Dear [Hiring Manager Name],

I'm thrilled to confirm my acceptance of the [Job Title] position at [Company Name], as

outlined in your offer letter dated [Date of Offer]. I am excited to join the team and

contribute to [mention a specific team goal or company mission].

I'm particularly looking forward to the remote work arrangement and appreciate the clarity

provided regarding:

Virtual onboarding process

Remote work policies and expectations

Communication protocols for distributed teams

I am available to start on [Start Date], as agreed upon. Please let me know if there's

anything I need to complete before then.

Thank you again for this opportunity. I can't wait to get started!

Sincerely,

[Candidate Name] [Candidate Phone Number] [Candidate Email Address]

Executive-level job offer acceptance confirmation
template

Subject: Job Offer Acceptance Confirmation - [Your Name] - [Job Title]

Dear [Candidate Name],

This email confirms our receipt and acceptance of your job offer for the position of [Job

Title] at [Company Name]. We are thrilled to have you join our team!

As a reminder, your start date will be [Start Date]. Please arrive at [Time] at

[Location/Instructions for first day].

Key details of your offer include:

Job Title: [Job Title]

Reporting To: [Manager's Name and Title]

Start Date: [Start Date]

Compensation: [Salary or Hourly Rate] + [Bonus Structure, if applicable]

Benefits: [Briefly mention key benefits, e.g., health insurance, paid time off. Direct to

offer letter for full details.]

Please review the attached offer letter and related documents carefully. If you have any

outstanding questions before your start date, please don't hesitate to reach out to [HR

Contact Name] at [HR Contact Email] or [HR Contact Phone Number].

We are excited to welcome you aboard and look forward to your contributions to

[Company Name].

Welcome to the team!

Sincerely,


