[Senders Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Letter Date]

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

I am extremely pleased to agree to your offer to start as a graphics designer in your respected firm. Details provided to me about the training schedule has paved the way to help me understand about the merits and career prospects within the organization. 
I hereby acknowledge that my initial salary has been proposed as $35,000 per annum and will periodically be appraised subject to my meeting targets set by my immediate supervisor. 
As discussed, I shall be reporting on September 1 and very much anticipate meeting you in person and thanking you during the appointment at 10:30 a.m. at your office on the above mentioned date.

[bookmark: _GoBack]
Sincerely, 

[Senders Name]
[Senders Title] -Optional-
