
[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email] 

[Date] 

[Recipient Name] 

[Recipient Job Title] 

[Company Name] 

[Company Address] 

Subject: Acceptance of Reasonable Accommodation Transfer Offer 

Dear [Recipient Name], 

I am writing to formally accept the offer to transfer to the position of [New Job Title] at 

[Department/Location] as a reasonable accommodation for my [disability/medical condition]. 

I understand that my start date in this new role will be [Date] and that my new supervisor will be 

[Supervisor Name]. I appreciate the efforts made by the HR department and management to 

identify this reassignment as a way to accommodate my needs while allowing me to continue 

contributing to the company. 

I am eager to begin this new role and will cooperate fully during the transition process. Please let 

me know if there is any additional paperwork or training required prior to my start date. 

Thank you for your support and for engaging in the interactive process with me. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


