
Sure! Here's a template example for an acceptance letter: 

--- 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I am delighted to inform you that you have been accepted into 

[Program/Position Name] at [Institution/Organization Name] for the 

[Term/Year]. Your application was reviewed with great care, and we were 

impressed by your [mention any specific qualities or experiences]. 

We believe that you will be an excellent addition to our 

[institution/organization] and look forward to seeing the contributions 

you will make.  

Please find enclosed [any necessary documents or information about next 

steps]. 

Congratulations once again on your acceptance! 

Sincerely, 

[Your Name]  

[Your Position]  

[Institution/Organization Name]  

--- 

Feel free to fill in the brackets with the appropriate information! 


