Informal Sample Offer Letter


Dear [first name],


We are very happy to offer you the job (job designation) in (company name). We believe that your skills and experience is valuable to our company. You are joining as a short-timer in our company. You can enjoy all the standard benefits according to the company’s policy.

The basic salary will be (salary amount) with monthly instalments. You can enjoy (number of days) for sick leave. There will be support for medical and dental health along with health insurance. There will be (number of the plan) for a retirement plan. There will be additional benefits such as tuition and development courses.

Certain facilities are based on availability.

There will be childcare for free.

You have to sign and date this offer letter to us on the following address (address/email). We will consider that as acceptance from you. We would love to see you in our company. You shall work as (job title) at our company (company name). If you have any doubt about the post, make sure to contact me at (email/phone no). I would love to clear your doubts and questions.

Sincerely,

(Sender Name)

Signatures: (Company Representative)

Date

Applicant (Signature)

Applicant name with date

Signatures: 

___________________________________________________ 
Company Representative (Sign) 
___________________________________________________ 
Company Representative (Print) 
___________________________________________________ 
Date 


___________________________________________________ 
[bookmark: _GoBack]Applicant (Sign) 
___________________________________________________ 
Applicant (Print) 
___________________________________________________ 
Date 

