OFFER LETTER
DATE








NAME

ADDRESS

CITY, STATE  ZIP

Dear NAME:
On behalf of COMPANY, I am pleased to offer you a position as _______________.  Your starting compensation will be $__________ week/hour. This position is considered an [exempt/non-exempt] position for purposes of federal wage-hour law, which means that you [will not/will] be eligible for overtime time pay for hours actually worked in excess of 40 in a given workweek. You will be eligible for annual performance reviews which might lead to increases in your compensation.

In addition to your compensation, you may be eligible to receive the benefits which are offered to COMPANY employees, in accordance with and subject to the normal terms and conditions of those programs.  A summary of the COMPANY’S employee benefit programs will be provided for your review. 

The offer is contingent upon your passing a drug screening test, which can be arranged at a convenient location.  Please contact _________ at ___________ to schedule an appointment for the drug-screening test.  The drug screen must be taken within three days of receipt of this offer or the offer may be withdrawn.  

Your first day of work is scheduled for __________, please bring appropriate documentation for the completion of your new hire forms, including proof that you are presently eligible to work in the United States for I-9 purposes. Failure to provide appropriate documentation within three (3) days of hire will result in immediate termination of employment in accordance with the terms of the Immigration Reform and Control Act.

We greatly look forward to having you join our Company and become a member of our team. However, we recognize that you retain the option, as does the Company, of ending your employment with the Company at any time, with or without notice and with or without cause. As such, your employment with the Company is at-will and neither this letter nor any other oral or written representations may be considered a contract for any specific period of time.

Should you have any questions about starting with the Company, please do not hesitate to contact me or a representative from the Human Resources Department.

Sincerely,
[Signature of Company Official]

I agree to the terms of the employment set forth above.

__________________________________________
_________________
Employee Signature                                       


Date

