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Sample Offer Letter

Notes:-

1.
This is a standard offer letter to be used in conjunction with a fully completed employment contract.

2.
If an employee accepts the offer of employment, he / she will sign and return the contract of employment, and subject to compliance with preconditions such as satisfactory references, employment will commence on an agreed date.

3.
The attached should be amended such that it matches the particular circumstances of the employee that you are seeking to recruit.

4.
Given the number of variables contained within a letter of this type, you will need to carefully consider all of the sections in square brackets and complete as necessary. Once the letter is complete all options should have been decided upon, and all square brackets and footnotes deleted. 

5.
It is important that the provisions of the offer letter match the provisions set out in the employment contract. You should ensure that they match.

[to go on headed paper]

Dear [name of Employee],

Offer of employment

Further to [your recent discussions with / interview with]
 [name of person] on [date], I am delighted to offer you the role of [job title]. This role will be a [full / part]
 time position and you will report to [name of manager].

Your salary will be £[insert] [per hour / per annum / insert other period]
 and you will be required to work [insert working hours and pattern of work – for example:

Either

37.5 hours per week being 9:00am to 5:30pm, Monday to Friday with a one hour unpaid break for lunch

Or

16 hours per week being 9:00am to 1pm, Monday to Thursday]
.

You will be employed on a [permanent basis] or [for an initial fixed term period of [insert period]], although your employment will terminable in accordance with the notice provisions as are set out in the attached contract of employment. [You should note that your employment is subject to a probationary period of [insert] months and that during such probationary period it will be terminable on a shorter period of notice].

Your employer will be [full name of employer]
 (“the Employer”), and should you accept this offer of employment your start date would be [insert date].

This offer of employment is subject to the following conditions being met to our reasonable satisfaction.....
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�	Delete as appropriate. You should feel free to amend this initial paragraph such that it fits with the particular circumstances in which you have come to be offering employment to this candidate.


�	Delete as appropriate.


�	Delete / insert as appropriate.


�	Insert agreed working hours here.


�	Insert full legal name of the employer – ie. Joe Bloggs Limited, or The Bill Smith Partnership.






2

