January 1, 2012
Mrs. Jane Doe
Address
City, WV XXXXX
Dear Jane:

It is with great pleasure that I offer you a position with Company Name.  We are excited about you joining our team and the positive impact that you will have on our company.
We would like for you start your employment with Company Name on January 5th, 2012.

I offer you a position as our TITLE reporting to MANAGER NAME. You will be paid a salary of $xxx per week paid bi-weekly and you can expect to work 40 hours per week. In addition, you will be eligible to participate in Company Name ‘s employee benefit plan, which includes Health, Medical, Life and Disability insurance.  The pre-tax costs for these plans will be discussed before your initial start date as an employee, should employment be accepted.  
Company Name also has a 401(k) savings plan in which you may elect to participate as an employee.  You will be able to contribute a percentage of your pre-tax income, and the company will match up to 6% annually.  

You will accrue x hours of vacation time per month and receive eight paid holidays per annum.  Likewise you will accrue sick time and personal days as outlined in the Company Name Employee Handbook. 

Please see the attached Company Name Employee Benefits Package Summary.

Jane, nothing in this letter or during any conversation, is intended to create a contract, as Company Name is an employment-at-will and an Equal Opportunity Employer.

Please sign in the space provide below to indicate your acceptance of this position and the terms of your employment, Congratulations and welcome to Company Name.

Sincerely,

HR MANAGER NAME




Director of Human Resources
Accepted By: _____________________________
Date: ___________________________
