[Name]
[Designation of the person]
[Company Name]

[Company Address]

Dear Mr. / Ms. [Name],

Thank you for offering me the position of [Position Name]. I would be delighted to be associated with a dynamic company like yours’.I am currently taking some time to understand and evaluate the terms of employment stated in the offer letter. There are a few terms and conditions I will need a better understanding on before making a decision. I would appreciate discussing the same with you.Looking forward to hearing from you soon.

Best Regards,

[Name]
[Contact Number]
