
 
 
 
Date: 
 
 
Name  
Department 
 
 
Dear                      , 
 
Letter of Confirmation 
 
We refer to your appointment in our Company as ……………………………… and take pleasure in confirming 
you in the said post. 
 
While congratulating you on being confirmed in service, we wish you the very best in your career  with 
the Company and trust it will be to mutual benefit. 
 
Yours truly, 
(Company Name) 
 
 
 
Designation of Signatory  
 


