Sample Offer of Employment Letter:
DATE
Potential Employee’s Name
Potential Employee’s Address
Dear _____________,
(INSERT COMPANY NAME) is pleased to offer you the position of (POSITION TITLE). We are very excited about the potential you and your experience bring to the table. We expect your start date to be (START DATE).
As we have discussed, you will be working in our (COMPANY LOCATION) office. You will report directly to (MANAGER’S NAME AND TITLE). Upon the completion of orientation, you will begin your job duties, which will include (JOB DUTIES). There will be a variety of additional projects that will need your attention as well.
Your initial compensation includes a weekly salary of (WEEKLY SALARY AMOUNT) payable bi-weekly, full medical and dental coverage through our company employee benefits plan. Additional benefits are covered in the enclosed information. (INSERT ANY APPLICABLE PROVISIONS).
(IF APPLICABLE, INSERT MOVING COST ALLOWANCES, SELLER’S COMMISSION ON YOUR OLD HOUSE, CLOSING COSTS ON NEW RESIDENCE, OTHER UNANTICIPATED COSTS, ETC.).
By signing this offer of employment letter, you acknowledge that your employment will be on an –at-will basis. Neither yourself nor the company has entered into a length of employment contract. This means you are free to leave the company at any time and we have the right to change your job position, compensation or terminate you at any time.
We look forward to a long lasting and mutually beneficial relationship and are confident your abilities will play a key role in our company. Please let me know if you have any questions.
Sincerely,
_________________________
(NAME)
(TITLE)
(COMPANY NAME)
