Rekha Panchal
29 Basement, Arihant Super Market
02652638269
Date – 14/03/1994
Kumara  Bassi
Jal Palace, Shraddhanand Rd, Vile Parle (e)
02226123984
Subject: -------------
Dear Sir, 
I Rekha Panchal would like to thank you for offering me the position of --------------- with your organization ----------------- located at ---------------- (mention the location). 
I am excited and thrilled to join the team and will be looking forward to join the rest of the team at ------------- and begin my journey as a ------------------- starting from ---------------- (mention the date). 
I would like you to consider this letter as an acceptance of the job title ------------------ I am being offered at --------------------- (mention the company name and location). Also, I would request you to please let me know if there is anything special and important list of document that I would need to bring along. 
Yours sincerely, 
Rekha Panchal
