[On Company Letterhead]

[INSERT CANDIDATE NAME] 
[1st LINE ADDRESS] 
[2nd LINE ADDRESS] 
[POST CODE] 
[INSERT DATE] 
Dear [INSERT CANDIDATE NAME],

I am delighted to be able to confirm our offer of employment to the position of [INSERT JOB TITLE] and to confirm the principal terms of our discussions.

This offer is subject to the company receiving satisfactory outcomes for any pre-employment checks that we feel it necessary to undertake, the requirements of which we will inform you about in advance.  

You will initially be employed at the Company’s offices at [INSERT BASE LOCATION ADDRESS].
Your commencing salary will be [INSERT BASIC SALARY] per annum. 

The other terms and conditions of employment are set out in your Terms and Conditions of Employment. The Terms and Conditions of Employment, along with this Offer Letter, will form your contract of employment.   

Should you be happy to accept this offer of employment, please sign and date both copies of this Offer Letter and both copies of the enclosed Terms and Conditions of Employment where indicated, to confirm that you understand and accept the terms and conditions. Please keep one signed copy of the Terms and Conditions of Employment and one signed copy of this Offer Letter for your reference, and return one signed copy of each document to us as soon as possible.

When writing, please could you confirm the date on which you are free to commence employment with us.  
If you have any questions concerning the terms of our offer please let us know as soon as possible and we will do all we can to ensure they are answered.

We look forward to your reply and look forward to welcoming you to the Company.

Yours sincerely

[INSERT NAME]
[INSERT JOB TITLE]
I accept the employment terms set out in this Offer Letter and the enclosed Terms and Conditions of Employment.

Signed: 
……………………………………………..

Name:

……………………………………………..[In Capitals]
Dated:

……………………………………………..

Encl.
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