[Date]

[Employee Name]


[Employee Address]
Dear [Employee Name]

,

[Company] is pleased to offer you the position of [Weekly/Biweekly/Twice Monthly][Title]

. Your salary will be $ [xx,xxx.xx] per year payable in  installments. We would like to have you begin on ________________. 

We offer our employees the following benefits: [list the Company benefits for which this employee will be eligible]

. We will provide you more details regarding benefits along with the appropriate enrollment forms and other information on your first day.

Like most American employers, [Company] does not offer employees formal contracts of employment. Rather all employment is “at will,” meaning that either you or the Company may end your employment at any time for any reason.

We would greatly appreciate receiving your response to our offer on or before [Date]. 
Of course, please feel free to contact me should you have any questions at all.

Thank you for your interest in employment with [Company]. I look forward to hearing from you soon and welcoming you aboard.  

Sincerely,

[Name]


[Title]



