Offer Letter Template

OFFER OF EMPLOYMENT 

FOR (Company Name)
	Name:
	(Name)

	
	

	Date:
	(Date)

	(Company Name) extends to you an offer of employment for the position of (Title) reporting to (Supervisor).

	Proposed Start Date:
	(Date)
	Proposed Start Time:
	(Time)


	This offer is being made at a wage of:
	$ XXXXX        Hourly  / $ XXXX      Annually

	Salary Grade:
	XXXXX

	

	This is a(n)         Exempt         Nonexempt position and this offer is valid for a period of   5   days.  

The details of this offer are noted below:

	

Benefits
     
No Benefits
          
Temporary


	· Health Insurance:
	As per (Company Name) employee benefits package.

	· Dental Insurance:
	As per (Company Name) employee benefits package.

	· Life Insurance/LTD:
	As per (Company Name) employee benefits package.

	· Section 125:
	As per (Company Name) employee benefits package.

	· 401(k) Program:
	As per (Company Name) employee benefits package.

	· Vacation/Personal Days:
	As per (Company Name) employee benefits package.

	· Other:
	(If applicable, insert information regarding Relocation Information, Stock Options, Sign-On Bonus, etc.) 


If you decide to accept this offer of employment, please sign this form and return it to the (Company Name) Human Resources Department, in the enclosed envelope, at your earliest opportunity prior to employment.  Thank you for your interest in employment with (Company Name) .

	NOTES:
	This offer is contingent upon successful completion of a drug screen test.  Please arrange a drug screen by 

	calling (Phone number) to set up drug testing.


	Offer Approved (Manager’s Signature):
	
	Date:
	

	Offer Approved (HR Signature):
	
	Date:
	

	Offer Accepted (Employee’s Signature):
	
	Date:
	


Offer Letter Template

(Date)

(Employee Name)

(Address)
Dear (Employee Name):

I am pleased to offer you the position of (Job Title), reporting to (Supervisor Name), at an annual salary of $XXXXXXX. If you accept this offer, your hours will be (Time) to (Time).

I have enclosed for you two (2) originals of our formal “Offer of Employment” and two (2) originals of our “Trade Secret Agreement.” If you accept our offer, please sign one copy of each and return them to us in the stamped, self-addressed envelope provided. The other copy is for your records.

Please give me a call at (Phone Number) if you have any questions after reviewing this information.

We look forward to having you as part of our team.

Sincerely,

(Name of HR Representative)

(Title of Human Resources Representative)

Enclosures

Trade Secret Agreement

Employee understands and agrees that in the course of his/her employment, he/she will receive and become aware of information, projects, practices, customer contacts, and potential customers that are sensitive and confidential in nature. Employee agrees to keep all such information strictly confidential, and further agrees that he/she will not communicate, disclose, divulge, or otherwise use, directly or indirectly, such confidential and/or sensitive information. 

In part consideration for my employment by (Company Name), its affiliates, subsidiaries, successors, and assigns, hereinafter referred to as the “Company,” I hereby agree:

1.
A)
To disclose promptly and fully to the Company or its authorized representatives, all inventions, improvements, discoveries, and copyrightable subject matter made, conceived, reduced to practice, or originated by me, either solely or jointly with others, during the term of my employment by the Company and to assign, transfer, and convey to the Company and its authorized representative, both during and subsequent to the term of my employment upon request, all rights, title, and interest in and to all such inventions, improvements, discoveries, and copyrightable subject matter.

B)
The term of this provision shall extend to all such inventions, improvements, discoveries, and copyrightable subject matter made or conceived by me within one year after termination of my employment if related to a product or process upon which I worked during the last three years of my employment by the Company.

2. To make, execute, and deliver at the request of the Company all application papers, assignments, and instruments and to perform all other lawful acts that the Company may request in making or prosecuting applications for domestic or foreign patents, reissues, and extensions thereof, and to assist and cooperate with the Company or its representatives in any controversy or legal proceeding relating to said inventions, improvements, discoveries, and copyrightable subject matter and the patents and registrations that may be procured thereon.

3. To hold in strictest confidence, and not to disclose to any person, firm, or corporation, either during the term of any employment or afterwards, without the express written authorization of an officer of the Company, any nonpublished information, manufacturing technique, process, formula, development or experimental work, work in process, business, trade secret, or any other secret or confidential matter relating to the products, customers, sales, or business of the Company (or of a third party if disclosed to the Company by such third party in connection with my work for the Company), and

4. Upon leaving the employ of the Company, to deliver promptly to the Company all models, samples, tools, equipment, notes, books, correspondence, drawings, and other written and graphical records in my possession or under my control relating to the business, work, or investigation of the Company.

As a matter of record, I have set forth below a complete list and brief description of all patented and unpatented inventions that I have made, conceived, and reduced to practice and all copyrightable subject matter created by me prior to my employment by the Company and that are not to be included in this agreement. Except as so listed, I will not assert any rights under any inventions, improvements, discoveries, and copyrightable subject matter as having been made or acquired by me prior to my being employed by the Company. The Company may, at its discretion, require a detailed disclosure and/or working model of the inventions listed.

This agreement shall supersede all similar previous agreements with the Company.

Dated this __________________ day of ________________________, ________.

Employee Signature




Please Print Full Name

WITNESS:

Signature of Company Representative

Please Print Full Name
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