Date

Name

Address

City, State Zip

Dear

We are pleased to offer you the position of ______________________ with (insert company name). Your agreed upon start date will be on  ______________________.  Your supervisor will be _________________(name and position).  The agency for which you are being hired requires that you obtain satisfactory criminal history and child abuse clearances.  In addition, we will verify information regarding your employment history and education by contacting the appropriate resource.  Falsification of the information provided on your employment application will void our offer of employment.  

Your base wage will be _____________ paid bi-weekly (based on 26 pay periods per year) and ________________ annualized.  Your performance will be reviewed upon completion of a ninety-day introductory period and one year following your start date.  

You will receive two weeks of paid vacation time upon completion of six months of employment.  Additional vacation time may be earned as set forth in our vacation accrual schedule.  Additionally, at the completion of your introductory period, you are eligible for two weeks of sick time.  All benefit hours are pro-rated based on the number of hours worked per average week.

Health care benefits will be provided in accordance with agency policy in which the agency currently contributes 90% of the premium for single coverage and pays an additional portion for all other member coverage.  Your health coverage will become effective on the first day of the month following a thirty-day waiting period.  As our health care benefit plans continue to change and evolve, these changes will affect you as they do all employees.  If you elect not to participate in our health care program, you may choose an additional week of paid vacation benefits or a monetary disbursement.   The agency also provides short term, long term and life insurance benefits to all eligible employees at no cost to the employee.  You will be able to participate in our 401(k) plan when eligibility requirements have been met.

(Insert company name) also believes that informal gatherings or related activities are beneficial for employee morale and enhance teamwork throughout the agency.  Therefore, we encourage participation in all company-sponsored events.

All employees are hired with a ninety-day introductory period, during which time your performance and suitability for the position will be appraised.  Just as you retain the right to resign from your position, without notice or cause, (insert company name). retains the same right with respect to termination.  Your employment is for no defined term, regardless of any other oral or written statements made by any agency representative or employee, with the exception of an express written contract signed by the (insert company representative).  

_____  (Name), welcome to (insert company name).  We believe our agency is an outstanding organization with dedicated staff members.  We have the highest hopes that our employment arrangement will be well suited to you and our agency.  

Please sign and return a copy of this offer letter to me to signify your understanding and acceptance of this offer. 

Sincerely,

I accept and understand the terms of the offer as identified above:

____________________________


_________________

Name 






Date

