Simple Job Offer Letter

Dear [namel:

After taking several qualified candidates through our interviews process, we feel that you
would make an excellent addition to the team. | am pleased to extend to you this official
offer of employment for the pasition of [title] at lcompany].

Your employment will be subject to an introductory period of [veeiks/ monthz], during which
time you and your supervisor will assess your performance and the appropriateness of your
employment with our company. all employment at lcompany] is considered at-will
employment.

Your witl begin your new position on [day, date, tme]. You will be working in our [location]
and will report to [manager and title], Your compensation and benefits package will include
the following:

o Annual base salary of [amount]
semimonthly, ete.] under (&

e Bonus eligibility of up to [pe | of fiscal year sarnings per the company smployss
bonus program for fiscal year 20004,

¢ {edical and dental insurance per the company plan (eligible upon date of hirvel.

o 401k plan eligibility on the first of the month following six months of active
employment (immediate vesting of matching funds).

o [Humber] weeks paid vacation in accordance with the employee handbook.

+  Sick time per the employee handbook.

¢ Paid holidays provided per our policy.

, pro-rated for [weels/ hours] worked, paid [biweskly.
ot nonexempt] status.

Thiz offer of employment is contingent upon the successful completion of a pre-employment
drug screening and backeground check. While we do not anticipate any concerns with either of
these processes, should any findings not meet standards for employment, continuation of your
employment will be jeopardized at that time.

On vour first day, you will be required to present documents proving your identity and
authorization to work in the United States to complete Form |-9. This is a requirement of the
Department of Homeland Security. A list of acceptable documents is included with this letter
for your reference.

Additionally, upon your acceptance and completion of hiring papervwork, vou will be provided
with the company's employes handbook. This document will provide further information
regarding the company’s policies, procedures, and benefits,
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Simple Job Offer Letter

By sigming this letter below, you acknowledge receipt and acceptance of our offer. The terms
described in this letter replace all prior agreements and/or discussions pertaining to your
offer of employment with [company].

‘We lock forward to having you as part of the team. If you have any questions, do not hesitate
to contact me,

Sincerely,

Acknowledged and Accepted
Candidate signature:

Name (print): Date:




At-Will Employment Offer Letter

[Dats]
Dear [applicant]:
[Company] is pleased you have agreed to accept our offer of employment. As discussed, you

will assume the position of [title] at [location], reporting divectly to [managzer]. This letter
will serve to confirm our understanding of your acceptance of this position.

. 'four responsibilities will be those outlined in the enclosed job description and

described to you during yvour discussions with [interdewer(s!],

. ﬂunng your employment with us, ,__\. npamy] will compensate you with a

Dueekly (biveekly/ monthly] salary in the amount of S[amount]. Your first [20/60/90]
days of emplcyment vnth [company] are considered an introductory aenod, and dunng
that period vou will not accrue any benefits described in the employes manual unless
otherwise required by law. Completion of the intreductory period does not guarantes
continued employment for any specified time, nor does it require that a dismissal be
based on cause.

. Az an employee of [company], you will be provided with a copy of the company's

emplovee manual and 1 insurance booklets which outline our personnel policies and
benefits program. Please read these materials thoroughly and sign the
acknowledgment of receipt. Any questions xecardmg comgany pohcy, benefits
administration, or eligibility should be directed to [nams/ departmsnt].

Az indicated on the job appﬁcation you completed, your employment and
compensation with [company] are at-will, meaning that either the employer or the
employee can terminate the employment relationship at any time and for any reason.
The terms of this offer letter, therefore, do not and are not intended to create sither
an express and/or implied contract of employment with [company]. Mo manager or
representative of the company, other than the president, has authority to enter into
any agreement for employment for any specified period of time or to make any
agreement contrary to the foregoing, and any promises to the contrary may only be
relied upon by you if they are in writing and signed by the president of [company].

. Our offer to hire you is contingent upon vour submission of satisfactary proof of vour

identity and your legal authorization to veork in the United States. If you fail to submit
this proof, federal law prohibits us from hiring you.

Although your initial assignment is in [location], we may transfer you at the company’s
sole discretion.

We will expect you to begin work on [day/date/time] at [location].

-

WILe
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At-Will Employment Offer Letter

[Appticant], if vou agree with and accept the terms of this offer of at-will employment,
please sign below and return this letter to our office. We are confident your employment with
compary] witl prove mutually beneficial, and we look forward to having you join us.

Sincerely,

Company representative title Accepted by/date
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Temporary Employment Offer

Dear [namel,

On behalf of [company], | am pleased to offer you a position as [title]l. As previously

discussed, if you decide to join us, the terms of your employment will be as such:

¢ Responsibilities will include but not be limited to: [responsibilities]
s Reports to: [name, &t
*  Department: [deparis
o Start date: [date]

¢ Anticipated end date: [date]

* Rate of pay: S[amount] per [hour or bhesel]

taxes and deductions
+ Employment classification: [full-time/part-time] temporary and [sxempt/ nonexempt]

4

nent name]

alary], less applicable

As 3 temporary employes you [are also/ars not! entitled to participate in the company
benefit programs we offer regular employees, including any of the paid time off programs
such as vacation, sick leave, and holiday pay. All emplovees participate in the legally
mandated benefit programs such as Social Security and workers' compensation.

The company is excited about yvour joining and looks forward to a beneficial and productive
relationship. You should be aware that vour employment vwith the company is for na specified
period and constitutes at-will employment. As a result, vou are free to resign at any time, for
any reason or for no reason. Similarly, the company is free to conclude its employment
relationship with you at any time, with or without cause, and with or without notice. We
reguest that, in the event of resignation, you give the company at least two weeks’ notice.

The company reserves the right to conduct background investigations and/or reference checks
on all its potential employees. Your job offer is contingent upon & clearance of such a
background investigation and/or reference check, if any. [Add if relevant: The offer

described above it also contingent upon the results of your drug screening. ]

Far purposes of federal immigration law, you will be required to provide to the company
documentary evidence of your identity and eligibility for employment in the United States, as
indicated on the Form 1-9. As a company employse, yvou will be expected to abide by the
company's rules and standards. Specifically, you will be asked to sign an acknowledgment that
you have read and that you understand the company's rules of conduct which are included in
the company handbook.
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Temporary Employment Offer

Enclosed are new-hire forms that are a condition of employment. Bring the completed forms
on your first day. Included with this letter is also a copy of your job description, Review and
sign the document, indicating that you can carry out the essential functions of the jab, with
or without accommodations.

To accept the company's offer, sign and date this (etter in the space provided below. A
duplicate original is enclosed for your records. This letter, along with any agreements relating
to proprietary rights between you and the company, set forth the terms of your employment
with the company and supersede any prior representations or agreements including, but not
limited to, any representations made during your recruitment, interviews or pre-employment
negotiations, whether wiritten or oral. This letter, including, but not limited to, its at-will
employment provision, may not be modified or amended except by a written agreement
signed by the president of the company and you.

This offer of employment will expire if it is not accepted, signed, and returned by [date].

Sincerely,

[Signature]
[Harme and title]

| accept/decline |circle one} [company's] offer of employment. | understand that my
employment with [company] is considered at vAll, meaning that either the company or | may
terminate this employment relationship at any time with or without cause or notice,

Signature: Name: Date:
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Employment Offer Letter with
Contingencies

Dear [emploves],

Un behalf of [company], | am pleased to offer you a position as [titl=], If vou decide to join
us, the terms of your employment will be as such:

Responsibilities will include but are not limited to: [respon
Reports to: [name. title]

Maonthly salary or hourly wage: STamount]

Employment classification: [full-time/part-time] and [exempt /nonexempt]

You will report to [manager] in [department]. We would like you to start work on [dat=],
A sumemary of your benefits is enclosed with this letter. If you have any questions, please
contact [name] in [department].

We are excited about your joining and lock forward to a bensficial and productive
retationship. You should be aware that your employment with the company is for no specified
period and constitutes at-wdll employment. As a result, you are free to resign at any time, for
any reason or for no reason. Similarly, the company is free to conclude its employment
retationship with vou at any time, with or vithout cause, and with or without notice, We
request that, in the event of resignation, you give the company at least two weeks' notics.

The company reserves the right to conduct backeround investigations and/or reference checks
on all of its potential employees. Your job offer, therefore, is cantingent upon a clearance of
such a background investigation and/or reference check, if any. [Add if relevant: The affer

described above is contingent upon the results of your drug screening. ]

For purposes of federal immigration law, you will be required to provide to the company
documentary evidence of your identity and eligibility for employment in the United States, As
a company employes, you will be expected to abide by the company's rules and standards.
Specifically, you will be asked to sign an acknowdedgment that you have read and that you
understand the company's rules of conduct which are included in the company handbock.

Your employment is also contingent upon the following document(s) being completed, signed,
and returned to [name] on your first day of work:

[List any other reguired forms or documents. ]
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Employment Offer Letter with
Contingencies

To accept the company's offer, sign and date this letter in the space provided belows,

& duplicate original is enclosed for your records. This letter, along with any agreements
relating to proprietary rights between you and the company, set forth the terms of your
employment with the company and supersede any prior representations or agreements
including, but not limited to, any representations made during your recruitment, intendews,
or pre-employment negotiations, whether written or oral. This letter, including, but not
limited to, its at-will employment provision, may not be modified or amended except by a
wiritten agreement signed by the president of the company and you. This offer of employment
witl terminate if it is not accepted, signed, and returned by [date].

We look forward to hearing from you about this offer. Indicate your acosptance by signing
below and returning a copy of the letter, with your original signature, to me no later than

[date].

Sincerely,

[Company representative signature)

[Mame]

| accept/decling (circle one} [compary's] offer of employmeant. | understand that my
employment with [company] is considered at will, meaning that either the company or | may
terminate this employment relationship at any time with or without cause cr notice,

Signature: Name: Date:
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Expanded Job Offer Letter

[Date]

Dear [candidate],

It is miy pleasurs to extend the fallowing offer of employment to you on behalf of [company].
This offer is contingent upon [passing our mandatory drug screen, our receipt of your college

transcripts, background screen, employment check, or any other contingencies],

Your title: [title]

The pesiticn will report to: [name]
4 job description is attached.

Base salary: Will be paid in [weskly, biveskly, bimonthly] installments of S[amount], which is
equivalent to S[amount] annually, and subject to deductions for taxes and other withholdings
as required by law or the policies of the company.

Bonus (or commission) potential: Effective upon satisfactory completion of the first 90 days
of employment and based upen the goals and objectives agreed to in the performance
development planning process with your manager, you may be eligible for a benus. The bonus
plan for this year and beyond, should such a plan exist, will be based aon the formuia
determined by the company for that year.

Noncompete agreement: Cur standard noncompete agreement must be signed before vour
start.

Benefits: The current, standard company health, life, disability, and dental insurance
coverage are generally supplied per company policy. Eligibility for other benefits, including
401¢k} and tuition reimbursement, will generally take place per company policy. Employee
centribution amounts for benefit plans is determined annually.

Stock options: [include any options that may b

-
o

available]

Vacation and personal emergency time off: Yacation is accrued at [number of howrs] hours
per pay period, which is equivalent to two weeks on an annual basis, Personal emergency
days are generally accrued per company palicy.
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Expanded Job Offer Letter

Expenses: [detail any moving or other transition expenses the company will pay.]
Start date: [dats]

Car/phoneitravel expenses: Hormal and reasonable expenses will be reimbursed menthly per
company policy,

Your emplayment with [company] is at will and either party can terminate the relationship at
any time with or without cause and with or without notice.

You acknovdedge that this offer letter, along with the final form of any referenced
documents, represents the entire agreement between you and [company] and that no werbal
or written agreements, promises, or representations that are not specifically stated in this
offer are or will be binding upon [company].

If you agree with the above outline, please sign below. This offer is in effect for five business
days.,

Candidate signature:

Name (print}: Date:

Company representative signature:

Name (print}: Date:
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