Name
Address
Date
Dear Candidate,






We are pleased to offer you an opportunity with our team at Company Name in the position of title. This is a full time/ part time non-exempt position that reports directly to the manager’s title. This offer is contingent upon the successful completion of a pre-employment drug screen; which must be completed by date, and a background check (if applicable). The drug test form and list of testing locations are included with this letter.     

Your start date will be date and your base pay will be $00.00 per hour. You will also be eligible for our benefits package following 30/60/90 days of employment. An outline of our benefits package is attached for your review.

On your first day of employment you will be meeting with Human Resources to complete your new hire paperwork. Please come prepared with documentation establishing your identity and employment eligibility to work in the U.S.
Company Name is an at-will employer, and as such we maintain that either Company Name or the employee can sever the employment relationship at any time, with or without notice, and with or without cause.

Please confirm your acceptance of this offer by signing below and returning this letter to me no later than (48 hours after date of letter).
Name, we look forward to having you as a member of our dynamic team! 

Sincerely, 

Company Name
Hiring Manager’s Name
Title
_________________________________________

_______________________

Candidate name





Date of Acceptance

