PRIVATE & CONFIDENTIAL 

ADDRESSEE ONLY

INSERT NAME

INSERT HOME ADDRESS

INSERT DATE

Dear INSERT NAME 

OFFER OF EMPLOYMENT

Further to recent application, I am pleased to confirm the following offer of employment with INSERT COMPANY NAME:
(1)
Job Title:

Insert job title
(2)
Hours of Work:

Insert hours of work
(3)
Annual Leave:

insert number of days
(4)
Probationary Period:
Insert number of weeks
(5)
Salary:


Insert salary
(6)
Start Date:

Insert start date
I trust the above is to your satisfaction, and would be grateful if you could confirm your acceptance in writing.  In the meantime, we look forward to seeing you on the insert start date. If you need any further information or advice please do not hesitate to contact me. 
Yours sincerely

INSERT NAME

INSERT JOB TITLE
This simple to use letter can be edited and printed on your own letter head. Alternatively add your company details to the top of the letter. 

Where indicated in blue add-

The applicants name and address at the top of the letter

The date
The company name

Complete sections 1 to 6 with the relevant information relating to the job offer
The start date within the letter
Your name and position within the company at the bottom of the letter

