Offer letter templates
From sortthestack.com/blog/offer-letter-examples. Free to use and adapt.
How to use this file
1. Pick the letter that fits: salaried, hourly or conditional. Delete the other two and this page.
1. Replace everything highlighted in [brackets], then remove the highlight. Delete any line that does not apply.
1. Leave out anything you have not decided. A vague promise is easy to write and hard to take back.
Before you send
1. The pay and hours match the job posting and what you said in interviews.
1. The start date, the date the offer expires and how to accept are all stated.
1. Your company's legal name and a contact for questions are included.
1. You have called the candidate first. The letter confirms what you agreed.
1. You will keep a signed copy with their records.
Not legal advice
This is general information, not legal advice. Employment law differs by province and state, and a signed offer letter can become part of the employment contract. Have a lawyer check your letter once, especially any clause about probation or termination.
Some places require written information at hiring whether or not you send an offer letter, including Ontario (employers with 25 or more employees), New York and California. The article lists what each requires.
In the United States, if you use a background check company, ask permission in a separate, stand-alone document, not in the offer letter.
Letter 1: salaried, full-time role
Delete this heading before sending.
[Company letterhead or logo]
[Date]
[Candidate name]
[Candidate address or email]
Dear [Candidate first name],
I'm pleased to offer you the position of [Job title] at [Company legal name], reporting to [Manager name], [Manager title].
Start date: [date]
Salary: $[amount] a year, paid [every two weeks] on [day] by [direct deposit].
Hours: full time, normally [Monday to Friday, 9:00 to 5:00].
Location: [office address, remote, or a mix: describe it].
Benefits and time off: [number] weeks' paid vacation a year, and [benefits, and when they start]. Details are in [the enclosed benefits summary].
Conditions: this offer depends on [satisfactory references from two previous employers]. [Delete this paragraph if there are no conditions.]
Please sign and return a copy of this letter by [date] to accept. If you have any questions, call me at [phone] or email [address].
We're looking forward to working with you.
[Your name], [Your title]
[Company legal name], [address]
Accepted: ______________________________     Date: ________________
Letter 2: hourly, part-time role
Delete this heading before sending.
[Company letterhead or logo]
[Date]
[Candidate name]
[Candidate address or email]
Dear [Candidate first name],
We'd like to offer you a part-time position as [Job title] at [Employer legal name], operating as [business name].
1. Start date: [date]
1. Pay: $[rate] an hour, paid weekly on [day]. Overtime is paid at [1.5 times] your hourly rate for hours over [40] a week.
1. Hours: about [15 to 20] hours a week, mostly [weekday evenings and Saturdays]. Your schedule is posted [two weeks] ahead.
1. Location: [store or site].
1. Your manager: [name], [phone].
To accept, reply to this email or sign below by [date]. On your first day, please bring [what they need to bring].
[Your name], [Your title]
[Company legal name], [address]
Accepted: ______________________________     Date: ________________
Letter 3: conditional offer
Delete this heading before sending.
[Company letterhead or logo]
[Date]
[Candidate name]
[Candidate address or email]
Dear [Candidate first name],
We're pleased to offer you the position of [Job title] at [Company legal name], starting [date], at $[amount] [a year / an hour]. The full terms are set out below.
This offer is conditional on [a satisfactory criminal record check / proof of your current licence to practise]. We'll send you a separate form to authorise the check. If the result means we can't go ahead, we'll tell you before making a final decision, and explain why.
Reporting to: [Manager name], [Manager title]
Pay: $[amount] [a year / an hour], paid [how often] on [day].
Hours: [full time or part time; usual days and hours].
Location: [office address, site, remote, or a mix].
Benefits and time off: [summary, and where to find the details].
Please sign and return a copy of this letter by [date] to accept. If you have any questions, call me at [phone] or email [address].
[Your name], [Your title]
[Company legal name], [address]
Accepted: ______________________________     Date: ________________
