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	EMPLOYMENT OFFER LETTER
Formal Offer of Employment
A complete offer outlining position, compensation, benefits, and next steps for acceptance.



Date: ______________________________

[Candidate Name]
[Address]
[City, State, ZIP Code]
Dear [Candidate Name],
We are pleased to offer you employment with [Company Name] in the position of [Position Title] reporting to [Manager Name].
Position Details
Position Title: ______________________________
Department: ______________________________
Start Date: ________________________
Employment Type:  ☐ Full-Time   ☐ Part-Time   ☐ Contract
Work Schedule: ______________________________
Work Location: ______________________________

	Compensation Package



Base Salary
Annual Salary: $ ________________
Pay Frequency:  ☐ Weekly   ☐ Bi-weekly   ☐ Semi-monthly   ☐ Monthly
First Paycheck Date: ________________________
Additional Compensation
Bonus Eligibility:  ☐ Yes   ☐ No
Details: ____________________________________________________________
Commission Structure:  ☐ Yes   ☐ No
Details: ____________________________________________________________

Benefits
Benefits Eligibility Date: ______________________________
Health & Wellness:
☐ Medical Insurance (Company contribution: ____%)
☐ Dental Insurance (Company contribution: ____%)
☐ Vision Insurance (Company contribution: ____%)
☐ Health Savings Account (HSA) with company contribution of $__________
☐ Wellness programs
Retirement:
☐ 401(k) Plan with company match of ____% up to ____% of salary
☐ Vesting schedule: __________________
Time Off:
☐ Paid Time Off: ____ days annually
☐ Sick Leave: ____ days annually
☐ Personal Days: ____ days annually
☐ Holidays: ____ days annually
☐ Bereavement Leave: ____ days
Insurance:
☐ Life Insurance: $______ coverage (Company paid)
☐ Short-term Disability Insurance
☐ Long-term Disability Insurance
Professional Development:
☐ Professional development budget: $____ annually
☐ Conference attendance opportunities
☐ Tuition reimbursement: $____ annually
Other Benefits:
☐ Flexible work arrangements
☐ Remote work options
☐ Employee assistance program
☐ Gym membership reimbursement
☐ Transportation allowance
☐ Other: __________________

	Employment Terms



Employment Status
This position is at-will employment, meaning employment may be terminated by either party at any time, with or without cause or notice, subject to applicable law.
Probationary Period
Probationary Period: ____________     days ____________
Performance Review Date: ______________________________
Conditions of Employment
This offer is contingent upon successful completion of:
☐ Satisfactory background check
☐ Satisfactory reference checks
☐ Drug screening (if applicable)
☐ Completion of I-9 employment eligibility verification
☐ Medical examination (if job-related)
☐ Signing of confidentiality agreement
☐ Signing of non-compete agreement (if applicable)
☐ Other: __________________
Company Policies
By accepting this position, you agree to:
•  Comply with all company policies and procedures
•  Maintain confidentiality of proprietary information
•  Follow the company code of conduct
•  Complete required training programs

	Next Steps
If you accept this offer



1.  Sign and return this letter by [Date]
2.  Complete and return the enclosed new hire paperwork
3.  Report to [Location] on [Start Date] at [Time]
4.  Bring required I-9 documentation
5.  Contact [HR Contact] at [Phone/Email] with any questions

Offer Expiration
This offer will expire on [Date] if not accepted by that date.

We are excited about the possibility of you joining our team and look forward to your positive response.
Sincerely,
[Name]
[Title]
[Company Name]
[Phone Number]
[Email Address]
	Offer Acceptance



I, [Candidate Name], accept the terms of employment as outlined in this offer letter.
Candidate Signature: ________________________________________
Print Name: ______________________________
Date: ____________________
Expected Start Date: ______________________________

	Offer Decline



I, [Candidate Name], respectfully decline this offer of employment.
Candidate Signature: ________________________________________
Print Name: ______________________________
Date: ____________________
Reason (Optional): ____________________________________________________________
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