[COMPANY NAME]

WELCOME

to the team

[Candidate Name],

We are pleased to extend this offer of employment for the position of [Job Title] with [Company Name].
Attached you will find a summary of the terms and conditions of your employment. Please review.

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

Please send us your written and signed response by [Day, MM/DD)]. Feel free to contact me [or
Alternate Contact Name] if you have any questions.

Best,

[Name]
[Signature]
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I. Position

Job title
Your title will be [Job Title]. You will report to [Manager’s Name and Job Title].

Work schedule
This position is [full time or part time] and requires approximately [X hours of work per week]. Your schedule will be

[information on days and times worked].

Employment relationship
[Information on the nature of employment in your company — for example, “at-will” employment]

ll. Compensation

The Company will pay you a starting salary of [gross annual salary] per year, paid to you according to the Company’s
standard payroll schedule. You will receive your first paycheck on [date]. This salary will be subject to adjustment
pursuant to the Company’s employee compensation policies and is subject to reduction to reflect applicable
withholding and payroll taxes and other deductions as required by law.

lll. Bonus (or commission) potential

In addition to salary, you will be eligible to be considered for an incentive bonus for each fiscal year. If awarded, the
bonus will be based on criteria established by the Company. [Include further bonus information as appropriate.]

IV. Employee benefits
As an employee, you will be eligible to participate in a number of Company-sponsored benefits, including:

« [Information on insurance plans]
« [Information on retirement benefits]

Information on stock options]

[
[
[
« [Information on vacation policy and paid time off]
« [Information on sick days]

[

« [Information on parental leave]



V. Privacy and confidentiality agreements

Privacy agreement
You are required to observe and uphold the Company’s privacy policies and procedures. Collection, storage,

access to, and dissemination of employee personal information will be in accordance with legal privacy standards
and legislation.

Conflict of interest policy
By signing this letter of agreement, you confirm that you have no contractual commitments or other legal obligations

that prohibit you from performing your required duties at the Company. You agree that you will not engage in any
other employment, consulting, or business activities that would create a conflict of interest with the Company.

VI. Termination conditions
[Information on legal policies specific to termination at Company, as required by the legal department]
VII. Interpretation, amendment, and enforcement

This letter agreement supersedes and replaces any prior agreements or understandings between you and the
Company. It may not be amended or modified, except by an express written agreement signed by both you and a
duly authorized officer of the Company.

By signing and dating below, you indicate your acceptance of this offer and terms. This offer is valid if signed and

dated by [MM/DD/YYYY]. Upon your acceptance of this employment offer, the Company will provide you with the
necessary documents and next steps to complete official employee onboarding.

Sincerely,

[Sender Name]

Company Representative (Sign):

Company Representative (Print):

Date:

Applicant (Sign):

Applicant (Print):

Date:
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