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[Date]
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[Your Name]
[Street Address]
[City, ST  ZIP Code]
[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address]

[City, ST  ZIP Code]

RE: [Account Number]

Dear [Recipient Name]:

This is with reference to your letter for the conditional approving of my job within your organization (write little detail about the job title). I am very much delighted to get this good news from your side and I would like to thank you for providing me chance to prove my capabilities by serving in your organization.

I would like to join you as soon as possible but I also would like to clear a little confusion in this regard. I discussed with you that I am already working in an organization and that’s why it will took me little time to join your organization as I will have to resign from the previous employment.

Thanking you most sincerely for your time and consideration.

Cordially,

[Your Name]

[Title]

Enclosure
