Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Offer Letter

Dear [Name]:
This letter is to confirm the offer of employment with [Company Name] as we discussed on ____________.

This offer is conditioned on you passing a [criminal background check/drug screening.]

If you pass the [criminal background check/drug screening], your employment as __________ is scheduled to begin on ____________.

Your salary will be ______ per month, paid [indicate pay period frequency] ________________.
Your primary duties will consist of:

Benefits applicable to your position include:

During your employment, you will be subject to all of [Company Name] policies.  As per company policy, your employment with [Company Name] is at-will.  You may terminate your employment at any time, for any reason, and the company has the same right. 

This letter is not a contract.

For purposes of Immigration Reform and Control Act compliance, documentation to establish proof of identity and authorization to work in the United States is required.  Please bring the appropriate materials with you on your first day of employment.  If you have any questions about what materials are acceptable, please let me know.
I look forward to working with you.

Sincerely,

[Company Representative Name]
If this offer is acceptable, please return a signed copy to my attention by [Date].  If you have questions or would like to discuss any part of this offer, please let me know.  I look forward to having you as a member of our team.

Employer Representative ___________________________________________

Signature _________________________________________

Date _____________________________________________

cc:  HR Dept.
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