Employment Offer Letter
[Company Legal Name] · [Company Address] · [Date]
Dear [Candidate Name],
We are delighted to offer you the position of [Job Title] at [Company Legal Name] (the "Company"). This letter sets out the principal terms of the offer. Please read it in full, and if you are happy to accept, sign at the end and return it by [Offer Expiry Date].
1. Position and Reporting
You will be employed as [Job Title], reporting to [Manager Name, Title]. Your duties will include [summarise the core responsibilities in one or two sentences]. The Company may reasonably adjust your duties from time to time to suit the needs of the business.
2. Start Date
Your employment is expected to begin on [Start Date], subject to the contingencies in clause 8. If you need a different date, tell us before you sign and we will confirm the change in writing.
3. Location and Working Pattern
Your primary work location will be [office address / remote from [location] / hybrid, with [number] days per week at [office address]]. Your standard working pattern is [hours] hours per week, normally [days and hours], with the flexibility the role reasonably requires.
4. Base Salary
Your annual base salary will be $[amount], paid [semi-monthly / monthly] in arrears by direct deposit, less applicable taxes and withholdings. Your salary will next be reviewed in [month, year], and a review does not guarantee an increase.
5. Variable Compensation
[Select one: You will be eligible for a discretionary annual bonus with a target of [percentage]% of base salary, based on Company and individual performance, payable in [month] and subject to your being employed and not under notice on the payment date. / You will be eligible for commission under the plan attached as Schedule A. / This role does not carry variable compensation.]
6. Equity
[Delete this clause if no equity is offered.] Subject to approval by the Board, you will be granted [number] [stock options / restricted stock units] under the Company [Plan Name], vesting over [4] years with a [1] year cliff, at an exercise price set by the Board on the grant date. The grant is governed entirely by the plan documents and your individual grant agreement.
7. Benefits and Time Off
You will be eligible for the Company benefits programme, currently including [health, dental, and vision coverage], [retirement or pension contribution of [percentage]%], and [other benefits]. You will accrue [number] days of paid time off per year in addition to public holidays, plus [sick leave and parental leave in line with Company policy]. Benefits may change from time to time and are governed by the relevant plan documents.
8. Contingencies
This offer is contingent on: (a) your proof of eligibility to work in [country]; (b) satisfactory references; (c) [a satisfactory background check where permitted by law]; and (d) your signing the agreement referred to in clause 9. If any contingency is not met, the Company may withdraw this offer.
9. Confidentiality and Intellectual Property
As a condition of employment you will be asked to sign the Company Confidentiality and Intellectual Property Assignment Agreement, a copy of which is enclosed. In broad terms it requires you to keep Company information confidential and assigns to the Company the intellectual property you create in the course of your employment.
10. Employment Status
[For at-will jurisdictions: Your employment with the Company is at will. Either you or the Company may end it at any time, with or without cause or notice, and nothing in this letter creates a contract of employment for any fixed period. / For all other jurisdictions: After a probation period of [3] months, either party may end the employment by giving [notice period] written notice. During probation, the notice period is [notice period].]
11. Company Policies
Your employment will be subject to the Company policies and handbook as updated from time to time, including its codes of conduct, health and safety, and data protection policies. Where a policy conflicts with this letter, this letter governs unless the policy is required by law.
12. Entire Agreement
This letter, together with the agreement referred to in clause 9, sets out the entire offer and supersedes any earlier discussion, presentation, or correspondence about the role and its terms. Any change must be agreed in writing by an authorised representative of the Company.
13. Acceptance
We are excited about what you will bring to the team. To accept, sign below on or before [Offer Expiry Date]. If you have questions before then, contact [Hiring Contact Name] at [Hiring Contact Email].
Candidate — Full Name: ____________________________________________
Candidate — Signature: ____________________________________________
Candidate — Acceptance Date (MM / DD / YYYY): ____________________________________________
Company Representative — Name and Title: ____________________________________________
Company Representative — Signature: ____________________________________________
Company — Date Signed (MM / DD / YYYY): ____________________________________________
This template is provided free by CalmSign (usecalmsign.com) as a general starting point. It is not legal advice and has not been reviewed for your jurisdiction. Replace every [bracketed placeholder] before use.
