Job Offer Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Candidate], [Organization] is pleased to offer you the position of [Title], reporting to [Manager], with a proposed start date of [Date].
Work location: [Location]. Working schedule: [Schedule]. Compensation: [Amount, currency and frequency]. Benefits: [Reference to approved benefits information]. Conditions: [Only reviewed and applicable conditions].
Please review the complete terms and raise any questions with [HR contact]. Respond by [Date] using [Process].
[Authorized signatory]
[Title]
[Date]




