
**Comprehensive Offer Letter Guide Template** 

--- 

[Your Company Logo] 

[Date] 

[Candidate's Name]  

[Candidate's Address]  

[City, State, Zip Code]  

[Email Address]  

Dear [Candidate's Name], 

We are pleased to extend to you an offer of employment with [Company 

Name] for the position of [Job Title]. Below are the details of your 

offer: 

**Position**:  

You will be employed as [Job Title], reporting to [Supervisor's Name], 

[Supervisor's Title]. Your expected start date is [Start Date]. 

**Compensation**:  

Your starting salary will be [Salary Amount] per [year/month/hour], 

payable in accordance with the company's standard payroll schedule. 

Additionally, you will be eligible for [Bonus/Commission structure, if 

applicable]. 

**Benefits**:  

As a full-time employee, you will also be eligible for our benefits 

package, which includes:  

- Health, Dental, and Vision Insurance  

- Retirement Savings Plan (401(k))  

- Paid Time Off (PTO)  

- [Other Benefits]  

**Employment Type**:  

Your employment with [Company Name] is [full-time/part-time/temporary], 

and your work hours will be [Work Schedule]. 

**At-Will Employment**:  

Please note that your employment is at-will, meaning either you or the 

company can terminate the employment relationship at any time, with or 

without cause or notice. 

**Confidentiality Agreement**:  

As part of your role, you will be required to sign a confidentiality 

agreement, which protects the proprietary information of the company. 

**Acceptance of Offer**:  

To confirm your acceptance of this offer, please sign and date this 

letter by [Acceptance Deadline]. Your signature indicates your agreement 

with the terms outlined above. 

We are excited about the prospect of you joining our team at [Company 

Name]! Should you have any questions, feel free to reach out at [HR 

Contact Information]. 

Sincerely,  

[Your Name]  

[Your Title]  

[Company Name]  

[Company Address]  

[Contact Information] 

--- 

**Signature Section**: 

I, [Candidate's Name], accept the terms of this employment offer. 

__________________________  



[Candidate's Signature]  

[Date] 

---  

**End of Template** 


