1. Sample Promotion Acceptance Letter:
Jessica M. Coles
Employee ID: 38468FY
2084 Meadow View Drive
Hartford, CT 06103
13th December 2011
To
Brock S. Blakely
HR Manager,
TIR Manufacturing Ltd.
3251 Elkview Drive
Miami, FL 33131
Subject: an acceptance letter with reference to your promotion offer
Dear Sir,
With reference to your offer dated 5th December 2011, I am really grateful to you for giving me an opportunity to handle the duties of an executive accountant position. With this letter I would like to express my sincere thanks for showing faith and trust in me, and for having considered me capable of handling responsibilities of an executive position.
I am fairly aware of my duties as an executive and assure you of my value dedicated services to organization. Thank you for considering my profile for promotion and showing faith in my abilities. I would like to accept the challenges associated with the position and promise you to complete all the tasks successfully in the most efficient manner.
Thank you for your consideration and assure you of my consistent performance and dedicated role in the organization. Look forward to you for further details in this regard.
Yours sincerely,
Jessica M. Coles
