

















<Today's Date>








<Applicant's Name>


<Applicant's Address>








Dear <Applicant>,





On behalf of <Company Name>, I am pleased to offer you employment as a(n) <Job Title>, reporting to <Manager's Name> in the <Department Name>. Your starting salary will be <Pay Amount> per month (or per hour), paid <frequency of payroll>.





Attached you will find additional employment information detailing our excellent benefits package, plus our attractive 401(K) retirement plan, as well as other terms of employment at <Company Name>.





We sincerely hope this offer meets with your interests. We would very much appreciate receiving a favorable reply within five working days from the date of this letter. Please feel free to contact me if you have any questions.








	Sincerely,














	<Manager's Name>


	<Manager's Job Title>








�






Terms and Conditions of Employment








According to our vacation policy, you will receive <Number of Days> days of vacation on your first year of employment, and <Number of Additional Days> additional days of vacation for each <Number of Years of Service> year up to a maximum of <Maximum Days of Vacation Accrual> days.





The Immigration Reform and Control Act of 1986 requires that you provide proof of your legal right to work in the United States on your first day of employment.  We can accept a birth certificate issued by the State, County, or Municipal Authority bearing a seal or other certification, such as a valid U.S. passport or Naturalization Papers. If you do not have any of these documents, you must provide us with a picture driver's license and a social security card, or other suitable identification as specified by the Immigration Reform and Control Act.





You will be scheduled to attend new-hire orientation on your first day of employment.





Within the first month of employment, your manager will schedule a meeting to define your performance goals as part of the Performance Management process. If you have any questions before this scheduled meeting, please do not hesitate to ask your manager. Your performance and salary will be reviewed in accordance with the existing schedule, which is currently an annual focal review.





This offer does not constitute a contract of employment for any specific period of time, but will create an "employment at will" relationship. This means the employment relationship may be terminated at any time by either you or <Company Name> with or without cause. No statement or representation to the contrary shall modify this employment at will status or any other terms of this employment offer unless signed by the Director of Human Resources at <Company Name>.





I have read my offer letter dated <Offer Letter Date>, and the above terms and conditions of employment.  I accept this offer of employment from <Company Name> and anticipate my start date to be: ___________________________

















			


<Name of Applicant>		Date





Please sign and return this agreement to <Company Name>.


