[Date today]

 

[Recipient's name]
[Company name]
[Address]
[Address]
[Address]

Dear [Recipient's name]:

I enjoyed meeting with you and your staff and appreciate your recent offer for [Human Resources Offer] position.

After much consideration, I have decided to accept this opportunity.
Again, thank you for providing me with this opportunity. I look forward to fulfilling your expectations
Sincerely,

[Sign here]

[Your name]

