Sample Formal Offer Letter
Dear [name],
We are pleased to offer you a job as a [role title] at [company name]. Based on interviews and your extensive skills and experience, we believe you will be a valuable and impactful addition to the team here at [company]!
If you decide to join us, you will be compensated with a starting salary of [dollar amount] per year and is paid on a [bi-weekly or monthly] basis.
Our company provides full family medical, dental and optical coverage through our benefit plan. Should you accept this position, medical benefits will be effective starting [date].
We also offer accrued PTO, a 401k retirement plan and flexible work from home arrangements.
To accept this offer sign and date this job offer letter as indicated below and email it back to us by [date].
If you accept this offer, your hire date will be the [date]. Your immediate supervisor will be [supervisor’s name]. Your employment at [company] will be at-will. At any time, for any reason, [company] may terminate your employment. Similarly, you are free to conclude your employment at any time. We request that, in event of your resignation, you provide a two week notice.
We at [company name] are hopeful that you will accept this offer. We look forward to welcoming you to our team and doing great work together! Feel free to reach out via telephone or email with any questions or concerns.
Sincerely,
[Sender Name]
