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	MM/DD/YYYY: [MM/DD/YYYY]
	[Company Name]: [Company Name]
	Body copy: We are pleased to offer you a job as a [Job Title] at [Company Name]. We are excited to have you come aboard. 

Your expected start date is [Day, MM/DD]. You will report to [Manager’s Name and Title]. 

If you accept this offer, you will be eligible for: 

• An annual gross salary of [$X]
• An additional performance bonus of [$X] 
• Standard benefits, including: 
    · [X] days of annual paid time off
    · [X] days of sick leave
    · Medical and dental insurance
    · 401(k) or retirement plan
    · [Additional benefits]

Please send us a written reply of your decision by [Day, MM/DD]. If you have any questions, feel free to reach out to me [or Alternate Contact Name]. 

Talk soon, 

[Sender Name]
	Candidate name: [Candidate Name], 


