August 15, 2017

INSERT NAME HERE
«AddressBlock»
«AddressBlock»
Dear :

I am very pleased to provide you with this letter as an offer of employment with _________________ (the “Company”), located at _____________________, _________, __________, beginning Monday, ____________, 20__.   

Recapping your interview and meeting with our executive team, your duties will be designated on an ongoing basis by the Company. Your primary duties will consist of ____________________. Such duties may be adjusted from time to time as needed. Your starting salary will be $__,000 per year, payable in accordance with the payroll practices of the Company, and subject to all required withholdings and deductions. After the first 90 days, you will be eligible for benefits, including insurance and 401k. This may be adjusted from time to time. Currently, we process payroll on a semi-monthly basis. Merit bonuses and/or profit sharing may be paid at the discretion of the Company.

The employment relationship being created between the Company and Employee is “at-will.” This means that either party has the right to separate from the employment relationship at any time, with or without cause. 

This offer is confidential and intended to provide you with a written employment offer. This offer is contingent on acceptable background checks and references. Please feel free to discuss this with me should you have any questions. I look forward to working with you and am pleased to be in a position to make such an offer. 

Sincerely,

Insert Name
Insert Title





Accepted by:  _____________________________
 Date: _____________________

Print name: _________________________________________________
