OFFER OF EMPLOYMENT

Date: MM/DD/YYYY
To: Candidate's Full Name
Address: Street Address, City, State, X XXXX-XXXX

Re: Offer of Employment for the Position of Job Title

Dear Candidate's Full Name,

On behalf of Company Name, we are pleased to extend an offer of employment for the position
of Job Title. We were thoroughly impressed with your qualifications, experience, and

enthusiasm, and believe you will be a valuable addition to our team.

This offer is contingent upon satisfactory completion of the conditions outlined in this letter.

1. Position Details

Job Title: Job Title

Department: Department Name

Reports to: Manager's Name and Title

Work Location: Primary Office Address and/or "Hybrid/Remote" designation
Employment Type: Full-Time / Part-Time / Fixed-Term

Expected Start Date: MM/DD/YY Y'Y (or upon successful completion of contingencies)

2. Compensation & Benefits

Base Salary: $ XX XXX . XX per Year, payable in accordance with the company's standard
payroll schedule.

Bonus/Incentive Eligibility: Describe any bonus structure, performance incentives, or «

Benefits: You will be eligible to participate in the company's benefits programs, subject to their

respective terms and waiting periods. These include:



O Health, Dental, and Vision Insurance
O Retirement Plan
O Paid Time Off (PTO): XX days per year, accrued

A comprehensive summary of benefits will be provided upon onboarding.

3. Conditions of Employment

This offer is contingent upon:
e Satisfactory verification of your legal right to work in Country.
¢ Completion of a background check to the company's satisfaction.

* Any other contingencies, e.g., "Signing a proprietary information and inventions ¢

4. At-Will Employment

Your employment with Company Name is "at-will." This means that either you or the company
may terminate the employment relationship at any time, with or without cause or advance notice.
No representative of the company, other than the e.g.. Chief Executive Officer, has the authority
to enter into any agreement for employment for any specified period or to make any agreement

contrary to the above.

5. Confidentiality & Company Policies

As an employee, you will be required to sign and abide by the company's Proprietary |
and all other applicable

company policies provided to you.

6. Acceptance Procedure

To accept this offer, please sign and date this letter in the space provided below and return a
scanned copy to user name(@email.com by MM/DD/YYY'Y. Please retain a copy for your

records.

We are excited about the possibility of you joining Company Name and look forward to your
positive response. Please do not hesitate to contact HR Contact Name at user name(@email.com
or (XXX)XXX-XXXX with any questions.



Sincerely,

Hiring Manager's / HR Director's Printed Name
Title

Company Name

ACKNOWLEDGEMENT AND ACCEPTANCE

I, Candidate's Full Name, have read, understood, and accept the terms and conditions of

employment as outlined in this offer letter.

Candidate's Full Name

MM/DD/YYYY
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