
Dear [Candidate}: 
  
[Your company name] is delighted to offer you full time [or part time] permanent [or temporary] 
employment with a start date of [date]. You will report to [name of supervisor, title]. 
  
Your primary duties include [list the high level areas].    
  
Your beginning base salary is outlined below: 
  
Base Week:                                   XX hours 
Base Salary:                                     $XX.00 per hour, payable bi-weekly 
  
** Never put an annual amount.  If they don't work out and you need to let them go after one month, 
you may be liable for paying them the entire amount.  ** 
  
2014 Bonuses:                                  Describe 
Training:                                           Included 
Travel:                                                Optional travel will include national conferences and corporate events.  

Hotel, transportation, air, and meals are included.  Hours will be 
negotiated. 

Health Insurance:                           Provided by {insurance company].  The full premium is covered by the 
company. 

Personal Time Off:                       X days per year.  This is to be used for sick time, family time, and days 
you do not want to come to work.  We ask that you use them in half-
day or whole day increments, and if you are not sick, please use them 
separately and not contiguously (two or more days in a row).  PTO is 
use-it-or- lose-it.   

Vacation:                                           None in the first year.  After one year of service, XX days of vacation.    
  
** You may want to add something for other benefits and/or overtime here. ** 
  
As long as you are still employed on these dates, you will receive 8 hours of paid holiday time for the 
following 2014 holidays:  May 26, 2014 Memorial Day, July 4, 2014, September 1, 2014 Labor Day, 
November 27 and 28, 2014, Thanksgiving, December 24, 25 and 26 Christmas. 
  
You are welcome to ask for days off unpaid.  
  
We value your contribution to [your company] and will continually look for ways to innovate our ability 
to reward growing and high revenues for the company.  We will also provide extensive training at the 
Company's cost in order to build the environment for confidence, productivity, and satisfaction so you 
can develop and use your talents to the fullest extent.  
  
Your employment with the company is "at will."  This means that either [your company] or you may 
terminate your employment for any reason or no reason.  We request that you provide us with two 
weeks' notice before resigning and assist us in training your replacement.  
  
 



You are required to sign a supplemental agreement concerning confidentiality, computer use, and other 
matters.  [your company]  may update the agreement from time to time by giving you written notice.  
Where [your company] has a policy manual, the rules and procedures it contains, as in effect from time 
to time, will apply to your employment.  
  
[your company]  is a drug-free workplace and has a zero-tolerance drug use policy.  The Company 
retains the right to perform background checks and substance testing on any employee at any time.  
  
[your company]  is a totally non-smoking office.  Clothing must also remain smoke free for the health 
concerns of others in the office.  
  
The Company offices at [address], and you will work at this location. 
  
I am delighted to offer you this position and hope that you accept it.  We look forward to your 
contribution of talents and skills to help the company grow and prosper and to make a difference in the 
lives of its employees, customers, and stakeholders.  This offer remains open for two days from the date 
of this letter.  If you have any questions, please call or email.  
  
Acceptance 
To accept this offer, please sign and return this letter or you can present it in person on your first day.  
  
I look forward to you joining the company.  
  
Sincerely, 
  
  
Your name 
Title 
  
I hereby accept the offer of employment. 
  
  
___________________________________                          ________________________________ 
Candidate name                                                                           Date 


