SAMPLE OFFER LETTER
 

 

(Date)

 

 

(Address)

____________________

____________________

 

Dear:_______________:

Company Name is pleased to offer you the position of (job title). This letter embodies all of the terms of our offer of employment to you.

As a (job title), you will be responsible for (brief description) and will report to (name and title). You will also receive assignments from (name and title). You will work at our facility located at (address). Of course, Company Name may change your responsibilities, duties, supervisor and your work location from time to time at its discretion.

Your starting salary will be $______________ per month, paid in equal installments on the 15th and last day of the month. In addition, after completing _____ days of employment, you will be eligible for standard employee benefits which are summarized in Company Name’s handbook. (Relevant pages of the handbook are enclosed.) You should also note that Company Name may modify the salaries and benefits from time to time at its discretion.

[OPTIONAL SAMPLE RELOCATION PARAGRAPH: Also, we are offering you reimbursement of relocation expenses for your move from _______________ to the Bay Area, up to a maximum reimbursement of $_________. We will reimburse you for ____________, _______________ and ____________. (Example: One trip for you and your spouse to do a home search, shipment of household goods, etc.) We will only reimburse you for these expenditures once you submit valid receipts to (name). Also, if before the completion of one year of employment you voluntarily leave employment at Company Name, you must repay to Company Name all of the above relocation expenses].

Cover any other benefits offered. Everything agreed upon must be included in the letter.

As a Company Name employee, you will be expected to abide by company rules and regulations. You will be specifically required to sign an acknowledgment that you have read and understand the company policies which will be included in a handbook which the company will distribute to you. Also, you must sign and comply with the enclosed proprietary information and nondisclosure agreement, which requires, among other things, assignment of patent rights to any invention made during your employment at Company Name and nondisclosure of proprietary information.

Normal working hours are from ____ a.m. to ____ p.m.,. Monday through Friday. Of course, as an exempt employee, you will be expected to work additional hours as required by your assignments. (Of course, as a non-exempt employee, you will be paid overtime in accordance with applicable state and federal laws).

 

 

 

This offer is subject to your submission of an I-9 form and satisfactory documentation respecting your identification and right to work in the United States no later than three days after your employment begins (the first day of employment).

As a Company Name employee, you may terminate employment at any time and for any reason whatsoever. (We request that, in the event of resignation, you give the company at least two weeks’ notice.) Similarly, Company Name may terminate your employment at any time and for any reason whatsoever, with or without cause. Furthermore, this mutual termination of employment arrangement supersedes all our prior written and oral communication with you and can only be modified by written agreement signed by you and the President of Company Name. In addition, Company Name has the right to take any personnel action (e.g. change of status, relocation, change of wages and benefits, etc.) at any time, for any reason, with or without cause, with or without notice.

If you wish to accept employment at Company Name under the terms set out above, please sign and date this letter, and return it to me along with the signed proprietary information and nondisclosure agreement by (date). If you accept our offer, your first day of employment will be (date).

We look forward to your favorable replay and to a productive and exciting work relationship.

Sincerely,

COMPANY NAME

 

 

________________________

(Manager)

 

You agree by signing below that the Company has made no other promises other than what is outlined in this letter. It contains the entire offer the Company is making to you.

 

Approved and Accepted:

 

________________________

Signature

 

 

________________________

Date

 

