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Offering Job to Applicant - 
From:
[Your Name, Designation & Company name, address]

To:

[Person name & address]

[Date]

Dear [name],

I was really pleasurable to meet you on [date] regarding the job interview for the position of [position name]. I want to tell you that I am really impressed by your abilities and skills. You possess excellent qualifications and meet all the requisites required for this open position in our company.

So, we are pleased to offer you the position of [position name] in [Company name]. I am very sure that you will be satisfied with the benefits this company offers with this position.

These are the terms & conditions of this employments offer – 

[State here the terms & conditions] – e.g. – Your remuneration will be $[salary amount] monthly/annually, with yearly added bonuses according to your department’s net sales. Additionally, the company offers a signing bonus of $[amount]. The Company allows you to take leaves for [no. of days/weeks] in a year. 
Your joining date will be [date]. As we are sure that you will be satisfied with this offer, we will hold this position available for you till the next [duration].

We request you to contact us before [date] to confirm your acceptance of this employment offer. 
Welcome to [Company name]!

Sincerely,

[Your name]

[Designation]
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