
Job Offer Letter

[Your Company Logo or Letterhead]

[Your Company Name]

[Your Company Address]

[City, State, ZIP Code]

[Date]

[Applicant's Name]

[Applicant's Address]

[City, State, ZIP Code]

Dear [Applicant's Name],

We are pleased to extend an offer of employment for the position of [Job Title] at [Your Company

Name]. After carefully reviewing your qualifications and experience, we believe you will be an

excellent addition to our team. We were impressed with your skills, accomplishments, and the

enthusiasm you demonstrated during the interview process.

Position: [Job Title]

Start Date: [Start Date]

Department: [Department]

Supervisor: [Name of Supervisor]

Salary: [Annual Salary or Hourly Rate]

Benefits: [Briefly mention any applicable benefits, such as health insurance, retirement plans, etc.]

We trust that you will find this offer competitive and in line with your expectations. Please take the

time to review this offer and reach out to us if you have any questions or concerns.

Conditions of Employment:

1. Probation Period: The first [length of probation period] of your employment will be considered a

probationary period. During this time, your performance will be evaluated to determine if you are a

good fit for the position and the company.



2. Confidentiality Agreement: As a condition of your employment, you will be required to sign a

confidentiality agreement to protect sensitive company information.

3. Background Check: Your employment offer is contingent upon the successful completion of a

background check.

4. Legal Authorization: Before commencing employment, you will need to provide proof of your

eligibility to work in [Country/Region].

Please sign and return this offer letter by [Date] to confirm your acceptance of the position. If you

have any questions or require additional information, feel free to contact us.

We are looking forward to having you on board and contributing your skills and expertise to our

company's success. Once again, congratulations on your appointment!

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]

[Contact Email]

[Contact Phone Number]


