Samples / examples job offer letter
Anpha Corporation
123 Ani St – Dapot
Phone 23245-0989-123
March 12, 2008

Jimmy Tan
12 VMP St
New De City, 12342

Dear Jimmy Tan
JOB OFFER
ANPHA CORP is pleased to offer you the position of Marketing Director for our organization. We are excited about the potential that you bring to our company.

1. Job content
As we discussed during your interviews, you will be working in our office at………, where our marketing departments are located.

You will report directly to the Vice-President of sales and marketing and be a member of our Executive Management Team.

2. Compensation and benefits
Should you accept this job offer, per company policy you’ll be eligible to receive the following beginning on your hire date.

Salary: Annual gross starting salary of $123,500, paid in biweekly installments by your choice of check or direct deposit

Benefits: Standard, ANPHA-provided benefits for salaried-exempt employees, including the following

• 401(k) retirement account
• Health, dental, life and disability insurance
• Profit sharing
• Sick leave
• Vacation and personal days
• Annual stock options
• Child daycare assistance
• Education assistance

3. Process of joining
To accept this job offer:
• Sign and date this job offer letter where indicated below.
• Mail all pages of the signed and dated documents listed above back to us in the enclosed business-reply envelope, to arrive by Monday, Oct 12, 2008.
• Attend new-hire orientation on Friday, Oct 16, 200x, beginning at 8:00 AM.

To decline this job offer:
• Sign and date this job offer letter where indicated below.
• Mail all pages of this job offer letter back to us in the enclosed business-reply envelope, to arrive by Monday, Oct 12, 2008.

We look forward to your arrival at our company and are confident that you will play a key role in our company’s expansion into national and international markets. Please let me know if you have any questions or if I can do anything to make your arrival easier.

Sincerely,

[Signature]

John
HR Coordinator, Human Resources
Accept Job Offer
Signature:_________________________________ Date:_____________

Decline Job Offer
Signature:_________________________________ Date:_____________

