SAMPLE OFFER LETTER
Print on Company Letterhead

<Date> 

Dear <First Name>:

_______________ is very pleased to extend to you an offer of employment as a <full-time or part-time or temporary ><job title> at a rate of <$hourly rate or $salary> per <hour, week or pay period> (for exempt/salaried only: which is $_____ per year on an annualized basis) beginning <date>. Your employment is contingent upon receipt of proof of eligibility to work in the United States and completion of a satisfactory <insert any pre-employment requirements that are applicable i.e., background check, drug test and physical exam>.

Your first day of work is <date >.  You should report to <name> at <location> at <time> am.
We offer a benefits package including health (medical, dental/vision, short & long-term disability, group life & AD&D), flexible spending accounts, 401(k), vacation, sick leave and holidays.  You will be eligible for the health plans on <date - 1st of month following 30 days from hire date>. After <x months of employment>, you are also eligible to participate in our 401(k) plan.  Details of eligibility will be provided to you under separate cover. 

On your first day of work, please bring with you evidence of your U.S. citizenship or proof of your legal right to live and work in this country.  This usually can be met by bringing your current driver’s license and social security card or a passport.  If you do not have these, you may bring any of the other acceptable documents listed in the Form I-9 instructions.  We are required by federal law to examine documentation of your employment eligibility on your first day of 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 __________representative, with the exception of an express written employment contract signed by the President <insert appropriate title>.

_________ 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 think you'll be a great contributor.  Kindly indicate your understanding and acceptance of our offer by signing below and returning a copy in the enclosed envelope or faxing it to < fax number>.  We look forward to seeing you on (date). 

Sincerely,

<Designated person>

<Title>

Date: __________



Signature: ____________________________ 


