[Name of Candidate]
[Street Address]
[City, State   Postal Code]
[Date]
Dear [Name of Candidate] :

On behalf of [Work-Site Client] through AdvanceHR, I am pleased to offer you a position as [Title of Position] . In this capacity, your salary will be [Salary]  per pay period, which is equivalent to a rate of [Annual Salary] per year. You will report to [Manager/Supervisor Name] in the [Name of Department] department. We would like you to start work on [Date] . 

The offer described above is contingent upon the results of your reference, background, and [Other] as well as verification of your past employment. 

Your employment is also contingent upon the following documents being completed, signed and returned to [Name of Supervisor] on your first day of work:

· Form I-9

· Drug Screen Authorization and Consent

· Signed Application for Employment

· [Name of Document]
· [Name of Document]
A summary of your benefits is enclosed with this letter. If you have any questions, please contact [Name of Contact] at [Phone Number].

We look forward to hearing from you about this offer. Please indicate your acceptance of our offer by signing below and returning one copy of the letter, with your original signature, to me no later than [Date].

Sincerely,

[Name]
I accept/decline (please circle one) this offer of employment. I understand that my employment with [Work-Site Client] through AdvanceHR is considered “at will,” meaning that either the company or I may terminate this employment relationship at any time with our without cause or notice.

______________________

(signature) 

