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Meaning of Appointment Letter

The letter written by the employer requesting the selected candidates to join in a specific

position is known as appointment letter. Appointment letter is also called ‘job offer letter’ or ‘job

letter’.

When people apply for jobs, they will undergo a selection process. At the end of the selection

process, some candidates are finally selected for the job. Once the selection process is over,

the employer sends appointment letter to those candidates who have successfully completed

the selection process. Through this letter, the employer informs the candidate that he or she

has been finally selected and invites him or her to join in the specified post. This letter also

states the conditions of the job, its duties, and responsibilities.

An Appointment Letter is a legally binding document that confirms that an organization has

offered a position to an employee and they have accepted the terms and agreement in

exchange for a salary. The appointment letter goes into great detail of what is expected of the

new employee and the role they will play in the company.

http://www.qsstudy.com/business-studies/selection


Appointment Letters

How to write a letter of appointment

1. Begin your appointment letter by clearly indicating 

your name, title, address and the company name. ...

2. Precisely include the name of the receiver ant their 

address in your letter. ...

3. Let your appointment letter subject line clearly tell the 

receiver at first glance on what your letter is all about.



Sample









PROMOTION LETTER
A letter of promotion is a document that is sent internally within a company promoting one of their employees to a higher 

position that has more responsibilities. It usually includes a revised salary as well as the new obligations of the new job.

It is important to be very clear as to what the new job position entails; include specific responsibilities. You should also 

include pertinent salary information and other additional benefits that may be offered.

Other letters may also be sent in reference to a promotion opportunity, such as a recommendation letter outlining why a 

certain employee should get the promotion, a request directly from an employee asking for the position, or a general letter 

of interest seeking more information about the job opening.



SAMPLE 1
Emily R. Morgan

2189 Sycamore Circle

Dallas, TX 75201

Dear Miss. Morgan,

We are very pleased to inform you that you have been selected for the position of Executive Vice President of Sales at 

Teldar Paper.

If you accept this new position, you will receive a salary of $104,323 per annum, plus full heath card coverage for yourself 

and 50% for your spouse.

Your new responsibilities at this job will include managing the sales staff in Zone 9, compiling and analyzing all relevant 

sales information from your sales associates, and reporting your findings once per month to the board of directors.

Let us know as soon as possible if you accept this new position!

Sincerely,

Teldar Paper Management



SAMPLE 2
Dear Mr. Lewis,

I am writing to ask you to consider me for a promotion. In the 8 years since I’ve been employed by National Trade, my day 

to day workload has expanded greatly, and I believe this is a result of the effort I put in and the overall quality of my work. 

Others know they can count on me to get the job done.

Currently I am still positioned as Team Leader, though as my references note I have essentially been carrying out the role 

of a Line Manager, without the associated perks.

I have always received positive feedback from yourself and the other line managers, and feel that now is the time to grab 

the brass ring and truly demonstrate my value to the company.

I look forward to hearing from you on this matter soon.

Sincerely,

Rufus Clark



RESIGNATION LETTER
A letter of resignation is written to announce the author's intent to leave a position currently 

held, such as an office, employment or commission

When you resign from your job, it's important to resign gracefully and professionally. Here's what to include:

Your Intent to Resign: Give adequate notice to your employer, write a formal resignation letter, and be 

prepared to move on prior to submitting your resignation. Your letter should start with the fact that you're 

resigning.

Your Last Day of Employment: Resignation letters not only describe the employee’s intent to leave but 

also provide information about the last day to be worked and other requests or details. This eases the 

transition for both employer and employee.

An Offer to Assist with the Transition: Often, resignation letters will also offer to help in the transition, 

whether it be by recruiting or training a replacement. In this way, both the employee and the employer 

can leave the situation with closure and a sense of respect and amicability.

Your Contact Information: Include your personal contact information, so it's easy for the company to get 

in touch with you.

https://www.thebalancecareers.com/best-tips-to-resign-from-your-job-gracefully-2061667
https://www.thebalancecareers.com/what-is-two-weeks-notice-2062048
https://www.thebalancecareers.com/formal-resignation-letter-sample-2063058


TIPS!

To maintain a positive and graceful exit, a letter of resignation will often thank the employer for the 

opportunities provided and mention experiences gained at the company or how the employee 

enjoyed their time there.

What Not to Include in Your Letter

Resignation letters are not an appropriate place for complaints or critiques of the employer or odd 

co-workers. Keep it simple, stick to the facts, and don't complain.



SAMPLE 1
Jill Employee

1232 15th Street

Manuhet, NY 12446

May 26, 2020

Ms. Margaret Manager

Chief Executive Officer

Acme Company

456 Main Street

Huntington, NY 12345

Dear Ms. Manager,



I am writing to notify you that I am resigning from my position as Customer Service Manager with Acme 

Company. My last day of employment will be June 12, 2020.

I appreciate the opportunities I have been given during my time with your company, as well as your professional 

guidance and support.

I wish you and the company the best of success in the future.

If I can assist with the transition to my successor, please do let me know.

Very sincerely,

Signature (hard copy letter)

Jill Employee



SAMPLE 2
Tina Rodriguez 

123 Main Street 

Anytown, CA 12345 

555-555-5555 

tina.rodriguez@email.com

May 1, 2018

Derrick Lee 

Manager 

PQR 

123 Business Rd.

Business City, NY 54321



Dear Mr. Lee:

I am writing to formally notify you of my resignation from my position at PQR. I was recently offered a new 

opportunity with a company headquartered very close to my home and have decided to take their offer.

Currently, I spend several hours a day commuting and this new opportunity will allow me more time with my family 

outside of work. My last day of employment with PQR will be May 31st. 

My years at PQR have been some of the best of my life. I will miss my job and the incredible people I have had 

the pleasure of working with throughout the years.

I cannot thank you enough for all of the opportunities and experiences you have provided me during my time with 

the company.

I appreciate your support and understanding, and I wish you all the very best. Please let me know if I can be of 

any assistance during the last few weeks of my time here.

Sincerely,

Tina Rodriguez (signature hard copy letter)

Tina Rodriguez



THANK YOU!


