
Short and concise acceptance

Subject: Handover Accepted

    Hi [Sender's Name],

    I have received the handover details for [Project/Task Name] and confirm that I am ready to

proceed.  

    All required documents have been reviewed and responsibilities are understood.  

    Thanks for coordinating the transition.  

    Regards,  

    [Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/handover-acceptance-mail


