Offer of Employment

Date: __________________

Dear __________________:

I am pleased to offer you a position with our company as ___________________ beginning _______________. Your starting compensation will be $ _________ to be paid __________________.

When you applied, I gave you a copy of our employee handbook. The handbook sets out our current employment policies and describes your job benefits. It also describes your responsibilities to the company. You may receive periodic updates.

All the company's commitments to you and its other employees are stated in the handbook. Your employment is at will, meaning there is no promise of a job for any specific period of time. The company can terminate your employment at any time, for any reason or for no reason. This policy can be changed only by a written contract that I sign. No oral commitments to you regarding your employment are valid--whether made now or in the future.

While I hope you enjoy working here, you of course have the right to terminate your employment at any time.

If this offer of employment is acceptable to you, please sign a copy of this letter and return it to me within 10 days. I look forward to having you join our staff.

Sincerely,

Printed Name: _______________________

Title: ______________________________

Acceptance

I accept your offer of employment and acknowledge receiving and reading a copy of your current employee handbook.

Signature: ___________________________
Date: _____________________
Printed Name: ________________________

