Offer Letter for Temporary Part-Time Employee
Print on Company Letterhead
<Date>
<Name>

<Address>

Dear <First Name>:
<Company> is very pleased to extend to you an offer of employment as a temporary, part-time <job title> at a rate of $_____ per hour beginning <hire date>.  As a temporary employee, your assignment will not exceed 90 days, and you will not have a regular schedule.  Your weekly schedule will be based on the company’s business needs, which vary week to week and month to month depending on clients’ needs and our projects.  There are no minimum hours guaranteed during any week of your temporary assignment.  

As a temporary employee, you will not be eligible to participate in our benefit plans and you will not be eligible for any paid holidays or paid time off.   

Your employment is contingent upon receipt of proof of eligibility to work in the United States (see attached form) and completion of a satisfactory reference check.  On your first day of work, please bring with you evidence of your identity and proof of your employment authorization to work in the U.S.  This can be met by bringing one document from list A of accepted documents, or one document from list B and one document from list C (see attached list). We are required by federal law to examine this documentation and to complete the I-9 form within three business days after you begin work.
Your employment with our company is “at will” which means that either you or the company may terminate the relationship at any time, with or without cause or notice. Your employment is for no definite term, regardless of any other oral or written statement by any Company representative.
<Company> is a small company and you may be asked to assist with other projects for the company in addition to your regular job responsibilities.  Our company fosters initiative, self-directed work, ownership and teamwork in order to help one another accomplish our business goals.

We welcome you to our team and hope you'll be a great contributor.  

Sincerely,
<Name of HR Representative or Manager>
<Job Title>
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