Date
<Name>
<Name>

<Name>

Dear : 

On behalf of [Agency] I am pleased you have decided to join our agency.  This letter will confirm our preliminary offer of employment as [position title] reporting to [Name and Title of Supervisor].   This offer is contingent upon the successful completion of a formal investigation of your background, which may include criminal, driving, drug, reference checks and education verification.  Your start date will be determined once this formal review has been successfully completed.

Your base salary will be $ [per pay period or per hour] which is equivalent to $ [per year if full-time].  As a [Salaried or Hourly], [exempt or nonexempt] employee you are [eligible or ineligible] for overtime compensation.    As a full-time employee you will be eligible for all applicable benefits effective the first of the month after you have completed 90 days of employment.   Your paid time off (PTO) accruals will start immediately, however any accrued PTO benefits may not be used until you have completed at least 90 days of continuous service from your date of hire.  In addition, the first [six (6)] months of your employment will be considered an introductory period.   At the end of the introductory period you will receive a performance evaluation. 
This contingent offer of employment should not be construed as an employment contract and is considered an offer for “at-will” employment.  At-will employment is defined as an employment relationship in which there is no contractual agreement and either party may end the employment relationship at any time, for any reason or for no reason at all.  All terms and conditions of your employment may be modified by [Agency] from time to time upon notice.  
If this offer of employment is acceptable to you, please sign and date this letter in the spaces provided below.  We are looking forward to working with you.  If you have any questions, please do not hesitate to call me.

Sincerely,

[HR Rep Name]
Human Resources Manager/Director
I accept this position in accordance with the terms of this letter.

___________________________________________


__________

Name








Date

