
[ON HEADED NOTEPAPER OF [EMPLOYER]]
[DATE] 
Dear [NAME],
Offer of employment
Following your interview with [NAME] on [DATE], I am very pleased to offer you a [full-time OR part-time] [fixed-term] position with [NAME OF EMPLOYER] (Company) as [POSITION] [working [NUMBER] days a week ([SPECIFY DAYS])] on a salary of £[AMOUNT] a year. 
Your employment with the Company would be on the terms set out in the enclosed [contract OR terms] of employment [and Company Handbook].  Where there is a conflict between any of the terms or conditions of the contract of employment and the terms of this letter, the terms of this letter will prevail.

[Your employment will be subject to your satisfactory completion of a [six] month probationary period.]
This offer is subject to each of the following conditions:
(i) The Company receiving [NUMBER] references [from former employers] [(one of which must be from your current employer)] which it considers satisfactory. Please let me have the names and contact details of your referees when you accept the offer. We will not take up the references until you have accepted the offer.
(ii) You showing the Company your passport (which we will then copy and return to you). If you do not hold a British passport, a passport from a country within the European Economic Area (EEA), or a passport from a non-EEA country which gives you the right to work in the UK, the Company will need to see one or more additional documents. You should contact [POSITION] to find out which documents you will need to provide.
(iii) [A medical report which the Company considers satisfactory, from a doctor chosen (and paid for) by the Company. OR The Company or its insurers being satisfied with your responses to the medical questionnaire which will be sent to you after you accept this offer.]
(iv) [The Company receiving evidence that you hold the following qualification(s): [GIVE DETAILS].]
(v) [Your passing the following examination(s) [on the [first] attempt]: [GIVE DETAILS].]
This offer will be withdrawn if any of the above conditions are not satisfied.
By accepting this offer, you confirm that you are able to accept this job and carry out the work that it would involve without breaching any legal restrictions on your activities, such as restrictions imposed by a current or former employer.
[Please do not resign from your current job until you have had confirmation from the Company that these conditions have been satisfied.]
I very much hope that you will accept this offer of employment. If you wish to do so, please sign the enclosed [contract of employment OR statement of terms] and return it to [me OR [POSITION]]. This offer is open for you to accept until [DATE], at which time it will be deemed to be withdrawn. If you do accept this offer, we would like you to start as soon as possible, and I would be grateful if you would indicate a likely start date.
I look forward to hearing from you.
Yours sincerely,
[NAME]
On behalf of [NAME OF EMPLOYER]
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