Sample Offer Letter
Date

[insert Name and Address]

Re:
Offer of Employment
Dear  _________:

We are pleased to offer you the position of (title of position) at the company.  The position has a salary rate of (insert salary figure).  Your supervisor will be (insert name and title of supervisor).  The position will commence on (date of appointment), pending receipt of all required verification information.  Benefits currently available to employees at the company include: (insert listing of benefit programs).  Enrollment and eligibility information will be provided at your new employee orientation.

This company is a covered by the immigration laws, therefore this offer of employment and your hiring is contingent on your providing proof of residency and authorization to work.  In addition, your hiring is contingent upon receipt of acceptable references, verification of education and work experience, passage of a drug test (physical, if required) and any other relevant information consistent with the job.  Your position with the company is “at will”, meaning that your employment is for no definite term, and you retain the right to resign, without notice or cause and the company maintains the same right with respect to termination.  There are no oral or written statements by anyone at the company, with the exception of an express written employment contract signed by the president, which modifies the employment “at will” principle.

We are enthusiastic at the prospect of your joining our staff.  If you have any questions, please feel free to give me a call at ___________.  This offer of employment is only effective upon your return of written acceptance by (specific date). 

Sincerely,

______________________________

President

I understood and agree to the company’s offer of employment as stated above.

_____________________________________   
_____________________________

Signature





Date

February 2007


