TODAY’S DATE
NAME
ADDRESS
CITY ST ZIP

EMPLOYEE NAME,

We are pleased to offer you the position of POSITION NAME at COMPANY NAME. We believe this is an excellent opportunity for both parties to share in experience and expertise to grow as individuals as well as a team. 

This offer is contingent on successfully passing the background check and drug screening process.

Upon your acceptance of this position. Your first day of employment will be DATE and this position reports to NAME, TITLE. The role of POSITION NAME is a FT/PT position, and you will be an annual salary of $XX,XXX. 

Additional benefits for this role include: (list any applicable from this list or additional as needed)
· Paid Time Off
The primary duties of the POSITION NAME include:

PASTE PRIMARY DUTIES HERE

Please see attached Job Description, and then sign and date it to accept responsibility for those duties, and any others assigned to you.

By signing below, I accept the position of POSITION NAME with COMPANY NAME. Upon acceptance, this offer as well as the Employee Agreement, signed by you, will act our contractual agreement for employment.
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__________________________        _________
NAME	Date
TITLE, COMPANY NAME	




__________________________        _________
EMPLOYEE NAME	Date
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