Employment Offer Worksheet





Name of Candidate �
Job Opening No.�
Date


�
�
 Job Title


�
 Job ID�
 Manager �
 Department


�
�
Current Salary:


�Hourly:		


Monthly:		


Annually:		


Last Incr. %: 	


Next Review: 	�
Asking Salary:


�Hourly:		


Monthly:		


Annually:		


Years of 


Experience:		�
Salary Offer:


�Hourly:		


Monthly:		


Annually:		


Pct. Incr.:		


Review Date: 	�
�
Salary Range:


�
Date Offer Extended �
Date Offer Accepted�
�
Other Elements of Offer Letter (e.g. Hiring Bonus, Relocation):


�
�
�
Employment Status:


Full-time _______		Part-time     _______


Regular  _______		Temporary   _______


Exempt   _______		Non-Exempt  _______�
�
�
School __________ Degree ______  Major _____  Year Granted ___





Degree Verified: Initials __________  Date _____________________�
�
�
References Checked: Yes _____  No _____


References Checked by: 


	Initials __________  Date _____________�
�
�



Rehire: Yes _____  No _____�
Source of Applicant�
�
Projected Recruiting Costs:�
�
�



Approvals:�
�
�
�
�
�
Manager





�
Date�
�
Group Manager





�
Date�
�
Human Resources





�
Date�
�
President  (All Management Positions)





�
Date�
�
�
�



Employment Offer Salary Comparison Form











Information on Candidate





Name�



Job Title�



Salary�
Degree


/Grad Date�
Years of Experience�
�



�
�
�
�
�
�



Salary Range:  Minimum __________ Midpoint __________ Maximum __________








Information on Employees in Comparable Positions (and same department, if possible)





Name�



Job Title�



Salary�
Degree


Grad Date�
Years of Experience�
�



1.�
�
�
�
�
�



2.�
�
�
�
�
�



3.�
�
�
�
�
�



4.�
�
�
�
�
�



5.�
�
�
�
�
�







































Do not file this page in the employee's personnel file


