 [ Insert your company logo and address]

Dear __________________;

[Name of Company] is pleased to extend to you a conditional offer of employment as ________________ in the _______________ department at a rate of  _______ (which is $_____ per year on an annualized basis) beginning ________  ___, ______. This conditional job offer is contingent upon receipt of results of a satisfactory drug and alcohol screening test. This conditional job offer is valid until [three weeks from date of letter]. 

This screening test must be completed no later than two weeks from the date of this letter. Enclosed with this letter you will find information regarding the test, contact and location information for the laboratory as well as the hours of operation. This alcohol and drug screening test is in accordance with the companys substance abuse policy. If you have any questions regarding our policy or this test, please contact the Human resource department as soon as possible. 

Should you accept this offer and begin employment with us, you retain the right to resign, without notice or cause. [Name of Company] reserves the same right with respect to termination. Your employment is for no definite term, regardless of any other oral or written statement by any company officer or representative, with the exception of an expressed written employment contract signed by the President. If you understand and accept these terms, please sign and return one copy of this letter to the Human Resource department in the enclosed envelope.

We look forward to the contributions you will make to [Name of Company] and to the professional and personal opportunities we will be able to provide to you! 

Sincerely,

Accepted:

Signature: _____________________________________________

Printed Name: __________________________________________

Date: ___________________________________ 
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