OFFER OF EMPLOYMENT
[Date]
Dear [Candidate name],
We are pleased to offer you the position of [job title] at [Company name]. This letter sets out the main terms of our offer.
1. Position
You will report to [manager name and title] and work at [location / remotely]. Your main responsibilities are [short list].
2. Start date
Your first day will be [start date].
3. Pay
Your pay will be [amount] per [hour / year], paid [biweekly]. This position is [exempt / non-exempt] for overtime purposes.
4. Schedule
Your regular schedule will be [days and hours], [full-time / part-time].
5. Benefits
You will be eligible for [health insurance from date], [retirement plan], [number] days of paid time off per year and paid holidays, under the terms of each plan.
6. Conditions
This offer depends on [a background check, references, a professional license] and on completing Form I-9 with documents that prove your identity and authorization to work in the United States.
7. At-will employment
Your employment will be at will. You or the company may end it at any time, with or without cause or notice. This letter is not a contract for a fixed term.
8. Acceptance
To accept, please sign this letter by [deadline date]. If we do not receive your signature by then, the offer will expire.
We look forward to having you on the team.
Sincerely,



	FOR THE COMPANY
Signature: ______________________
Name: [full name]
Title: [title]
Date: [date]
	ACCEPTED BY THE CANDIDATE
Signature: ______________________
Name: [full name]
Date: [date]


