Job Offer Letter Template
Date & candidate
{{date}} · Dear {{candidate_name}},

The offer
We're delighted to offer you the position of {{job_title}} at {{company}}, reporting to {{manager}}.

Compensation
Your starting salary will be {{amount}} per {{year/hour}}, paid {{frequency}}, plus {{bonus/commission if any}}.

Benefits
You'll be eligible for {{benefits: health, PTO, retirement, etc.}} per company policy.

Start date & type
Your anticipated start date is {{date}}. This is a {{full-time/part-time}}, {{at-will/contract}} position.

Contingencies
This offer is contingent on {{background check / references / work authorization}}.

Acceptance
To accept, please sign and return by {{deadline}}.

Signature: ____________  Date: ________

Close
We're excited to have you join the team.
{{sender_name}} · {{role}}, {{company}}
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