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dlc consulting services
Sample Offer Letter


Date

Name & Address
Email if you are sending via email.


Dear _____:

We are pleased that you have accepted our job offer.  This letter outlines the job and benefits of the firm.  

The position we offered is [Administrative Assistant] at the rate of [$10 per hour] for [15 hours per week.]  Your schedule will be 9:00 am to 2:00 pm, Mondays, Wednesdays and Fridays.  If this schedule is changed, it must be approved by both you and your supervisor.   We look forward to your starting on Monday, September 14, 2015.   Please report to [me].

Benefits for this position will include sick time at the rate of one hour per every 30 hours worked.  You will receive holiday pay for days you would normally work and the office is closed.  [And anything else you will be offering.]

Please sign below and return a copy to me.  A copy via email is acceptable with the original returned on your first day.  Please bring two forms of identification with you on your first day for new hire paperwork.  

We look forward to joining our team.  

Sincerely,




I accept the offer of employment:



__________________________
[Name]

__________________________
Date
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