<Name and Address>

Dear <Name>:

This is to confirm our offer of employment as a <Job Title>.  This is a full time regular position to begin on <Start Day and Date>, as we mutually agreed.  Please report at ________ am.  

Your duties will be as we discussed in our meetings and job interviews, to include <Brief description of duties of job> and such other duties as may be assigned from time-to-time.  

Your beginning salary will be <Bi-weekly salary> per bi-weekly pay period (about <Approximate Annual Salary> per annum).  <Start Date> a normal two-week pay period that ends on <Date Pay Period ends>.  Therefore, you will receive a full two-week salary on our ____________ pay date. 

The first 90 days of service will be your initial period of employment.  Your performance will be evaluated at the end of this period.  Future performance and salary reviews generally occur on the anniversary of your hire date.

In addition to this salary offer, we will provide the following employee benefits:

	Health Insurance
	_____% of election is company paid.

	Dental Plan
	Provided, employee paid. 

	Life Insurance
	Company paid, equal to policy face value (currently $__________).

	Medical and Dental

Expense Reimbursement

Accounts
	Special tax deferred savings accounts (IRS Section 125) for medical expenses not covered by insurance and for dependent care expenses.

	401(k) Retirement

Savings Plan
	Save up to 15% of annual salary in a tax deferred savings plan with a company match of ____% of your contribution up to __%.  Available after 1 year of service.
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	Vacation
	Two weeks after the first year of service.  ___ available after 6 months.

	Holidays
	7 paid: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, the day after Thanksgiving, and Christmas Day.

	Sick Leave
	Earned at ____ hours per anniversary year.

	Long Term Disability
	Pays up to 60% of regular monthly salary after a ____-day waiting period.  Company paid premiums.

	Optional Benefits
	There are several optional health, life, and legal service benefits available.


You will be eligible to participate in our health, dental, and life insurance plans and our medical and dependent care expense reimbursement accounts on the first day of the month following ___ days of service.  We will enroll you in our long-term disability insurance plan on the first of the month following ___ days of service.  You will become eligible for sick leave after ___ days of service, although it begins accruing upon hire.  And finally, you will become eligible to enroll in our 401(k) Retirement Savings Plan after completing one year of service.

As is customary with many employers today, we require all newly hired employees to pass a drug screening prior to starting to work.  Enclosed you will find a custody form and directions to various screening facilities.  Please arrange to complete this screening before you being work.

__________, we are very pleased that you have decided to join our company and our efforts to provide the highest quality of service to our growing client base.  If you have any questions, please don’t hesitate to call me.  

Sincerely,

NOTE: This letter does not constitute an employment contract; the employment relationship is at will and either party may terminate the relationship with or without cause or notice.  No representative of the Company, other than the President may do so in writing , has the authority to enter into an agreement contrary to the foregoing.
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