Letter of Congratulations on Achievement
August 11, 2016
<<CANDFIRSTNAME>>  <<CANDLASTNAME>>

<<CANDHOMEADDRESS1>> <<CANDHOMEADDRESS2>>

<<CANDCITY>>, <<CANDSTATE>><<CANDPROVINCE>>, <<CANDZIP>>

Dear <<CANDFIRSTNAME>>:

It is with great pleasure that I am able to offer you a position at <<COMPANY>> as the <<POSITIONTITLE>> in the <<DEPARTMENT>> department.  Your employment with <<COMPANY>> begins on <<STARTDATE>>. 

Having accepted this position, you have made an agreement with <<COMPANY>> to begin work and your acceptance constitutes your thorough understanding of the terms of employment, duties, compensation, and starting date.

We at <<OFFICENAME>> are pleased to have helped you in achieving your career goals and are sure that you will make a superb addition to the company. We wish you good luck and much success to you in your new position. If you have any questions, please call me at any time.

Sincerely,

<<AEFIRSTNAME>>  <<AELASTNAME>>

<<PERTITLE>>

<<OFFICENAME>>

<<ADDRESS1>> <<ADDRESS2>>
<<CITY>>, <<STATE>><<OFFICEPROVINCE>>  <<ZIP>>
Phone: <<AEPHONE>>, ext. <<AEPHONEEXT>>

Fax: <<OFFICEFAX>>

E-mail: <<PEREMAIL>>
Visit our website at <<OFFICEWEBSITE>>
