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3.  Sample Notification to Successful Applicants
Dear __________________________:
Congratulations! We are pleased to confirm that you have been selected to work as a [name of position] at [company’s name]. This offer is contingent upon our receipt of your education transcripts to confirm your degree and [any other contingencies the employer may wish to state]. Your title is [title of position] and you will report to [manager’s name and title]. 
In the role of [title of position], you will be expected to carry out the duties and responsibilities described in the enclosed job description, which is updated periodically. We are offering you a base salary of [salary amount], which will be subject to deductions for taxes and other withholdings as required by law or the policies of the company. 
The current standard company health, life, disability, vision, and dental insurance coverages are offered with this agreement per company policy. Your eligibility for other benefits and bonus potential will take place per company policy. As an employee of [company’s name], you are eligible to accrue vacation time at [##] hours per pay period. This is equivalent to [##] weeks on an annual basis.
We would like you to start your employment on [start date of employment]. Please report to the human resources department, where you will begin your onboarding process at [time]. 
**Please note: [Company’s name] has an accommodation process in place and provides accommodations for employees with disabilities. If you require a specific accommodation because of a disability or a medical need, please contact [company representative’s name and title] at [telephone number] or by e-mail at [e-mail address] so that arrangements can be made for the appropriate accommodations to be in place before you begin your employment. 
Please sign the enclosed copy of this letter and return it to me by [deadline date] to indicate your acceptance of this offer. This employment offer is in effect for five business days. 
We are confident you will be able to make a significant contribution to the success of [company’s name] and look forward to working with you. 
Sincerely,
[Name of person authorized to make job offer]
[Position], [company’s name]
I accept the offer as outlined above.
	Candidate’s name
	
	Candidate’s signature
	
	Date
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