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[Date]
[Candidate Name]
[Candidate Address]
[City, State ZIP Code]
Dear [Candidate Name],
We are pleased to extend this formal offer of employment for the position of [Job Title] with [Company Name]. We were impressed with your qualifications and experience and are confident that you will be a valuable member of our team.
This letter outlines the primary terms of your employment. Please review the details below and contact us with any questions.

Employment Details
	Position:
	[Job Title]

	Start Date:
	[Start Date]

	Compensation:
	[Salary] per [hour/year], paid on a [weekly/biweekly/monthly] basis

	Employment Classification:
	[Full-Time/Part-Time], [Exempt/Non-Exempt] under the Fair Labor Standards Act (FLSA)

	Reports To:
	[Supervisor Name]

	Regular Work Schedule
	[e.g., Monday through Friday, 9:00 a.m. – 5:00 p.m.]



Benefits
As a [full-time/part-time] employee, you will be eligible to participate in [Company Name]’s benefits program, subject to the terms and conditions of the applicable benefit plans. These benefits currently include:
· Health insurance
· Dental and vision insurance
· Retirement plan (e.g., 401(k))
· Paid time off (vacation, sick leave, holidays)
· [Add or remove benefits as appropriate]
Eligibility and coverage may change at the discretion of the company in accordance with plan documents and applicable law.
Conditions of Employment
This offer is contingent upon:
· Completion of all required onboarding documents
· Verification of your identity and authorization to work in the United States (Form I-9)
· Satisfactory results from reference and/or background checks (if applicable)
You will be provided with further instructions on how to complete these steps before your scheduled start date.

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 notice, subject only to applicable federal, state, or local laws. This letter does not constitute a contract for any specific term of employment.

Acceptance of Offer
To confirm your acceptance of this offer, please sign and return a copy of this letter by [Offer Expiration Date]. A countersigned copy will be returned to you for your records.
We are excited to welcome you aboard and look forward to working together to achieve great things.
Sincerely,


[Your Name]
[Your Title]
[Company Name]
[Email Address] | [Phone Number]

Candidate Acknowledgment and Acceptance
I, [Candidate Name], accept the offer of employment as outlined in this letter. I understand and agree to the terms described above, including the at-will nature of my employment.
Signature: _______________________________________________________
Date: _____________________________________________________________



Ready to Build a High-Performing Team?
This template is just the beginning. Faulkner HR Solutions provides premium audits and advisory services to help you design and implement a comprehensive talent acquisition strategy.

📍 Visit us at www.faulknerhrsolutions.info to learn how we can help you hire smarter, reduce risk, and build the workforce you need to succeed.
© 2025 Faulkner HR Solutions | Redesigning the Way Organizations Grow
Disclaimer: This template is provided by Faulkner HR Solutions for educational purposes only and does not constitute legal advice. Employers should consult with legal counsel to ensure compliance with federal, state, and local employment laws. Faulkner HR Solutions assumes no liability for the use or misuse of this document.
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