합격 통지  eq \o\ac(○,1)
Dear Mr. Noel,

   I’m writing to tell you the good news: we finally have decided to offer you the position. Congratulations.

   You are required to come to work at nine o’clock a.m. next Monday. That is September 15th. Remember not to be late. You should bring along with you the copies of your ID card, certificates, as well as your color head shot. After you report for duty at the general manager’s office, he will introduce to you your routine tasks and your salary and benefits. By tradition, there will be a reception in the conference room after the one-hour lunch break. 
   Should you have any question, please feel free to contact me.

Yours faithfully,

Victor Holmes

합격 통지  eq \o\ac(○,2)
Dear Ms. Brown,
   Sorry for the unpleasant delay. We have promised to tell you the final results after three workdays.

   Now I would like to inform you of the offer of the post of the executive secretary. Please report for duty at nine o’clock a.m. on June 1st. 
   You’re reminded that there will be a probation period of three months. 60% of the basic salary is allowed every month. When the probation finally comes to an end, it will be decided whether you can proceed with the job or not.

   I wonder if you will accept the terms. Should you change your mind, please let me know.
Yours sincerely,

Nicole Miller
