Date

XXXX

XXXX

XXXX

Dear __________________:

On behalf of _______________, I am happy to welcome you as a member to our staff. I am pleased you have accepted our offer of employment as our ________________, effective __________________.

Your job description should have been provided to you during the interview. If you do not have one, please let our management staff know immediately. You will report directly to ____________________. Your hours are __________________. Please allow for some flexibility as business needs dictate. Your compensation package includes a rate of pay @ ___________/per (hour)/(pay period) and benefits as outlined in the employee handbook.

This offer of employment has been extended to you under the practices and policies established by _________________. This letter should not be construed to constitute an expressed or implied employment contract. You or ____________ may terminate the employment relationship at any time. No representative of _______________, other than the President or Administrator has any authority to make any contrary offer of employment different from that outlined in this letter.

Again, __________________, welcome to _____________________. You play an important role. You were selected over other candidates because of our high opinion of you to do the job. We look forward to working together.

Sincerely,

John Doe

Human Resources

Cc:  File

