CONDITIONAL EMPLOYMENT OFFER LETTER TEMPLATE

[COMPANY NAME]

[COMPANY STREET ADDRESS]
[CITY, STATE, ZIP CODE]

[COMPANY PHONE NUMBER]
[COMPANY EMAIL ADDRESS]

[DATE OF LETTER]

[CANDIDATE FULL NAME]

[CANDIDATE STREET ADDRESS]
[CITY, STATE, ZIP CODE]

RE: CONDITIONAL OFFER OF EMPLOYMENT — [JOB TITLE]

Dear [CANDIDATE FULL NAME],

On behalf of [COMPANY NAME], we are pleased to extend this conditional offer of employment to you for the position of [JOB TITLE]. This offer is contingent upon the satisfactory completion of the conditions described in this letter.

1. POSITION AND DUTIES
1.1 Position Title: You will be employed in the position of [JOB TITLE].
1.2 Department: You will report to the [DEPARTMENT NAME] department.
1.3 Supervisor: You will report directly to [SUPERVISOR NAME AND TITLE].
1.4 Duties and Responsibilities: Your duties and responsibilities will include [DESCRIPTION OF PRIMARY DUTIES AND RESPONSIBILITIES], together with such other duties as may be assigned to you from time to time.
1.5 Work Location: Your primary work location will be [WORK LOCATION ADDRESS]. [REMOTE/HYBRID/ON-SITE WORK ARRANGEMENT DETAILS, IF APPLICABLE].

2. COMPENSATION
2.1 Base Salary: Your starting base salary will be [SALARY AMOUNT] per [YEAR/MONTH/HOUR], payable in accordance with the Company's standard payroll practices and subject to applicable payroll deductions and withholdings.
2.2 Overtime: [OVERTIME ELIGIBILITY STATUS — EXEMPT OR NON-EXEMPT].
2.3 Bonus/Incentive Compensation: You [WILL/WILL NOT] be eligible for [BONUS/COMMISSION/INCENTIVE PLAN DESCRIPTION], subject to the terms of the applicable plan and Company discretion.
2.4 Payment Schedule: Compensation will be paid on the Company's regular payroll schedule, which is [PAY FREQUENCY].

3. EMPLOYMENT CLASSIFICATION AND START DATE
3.1 Employment Classification: You will be classified as a [FULL-TIME/PART-TIME]
[EXEMPT/NON-EXEMPT] employee.
3.2 Anticipated Start Date: Your anticipated start date is [START DATE], subject to satisfaction of the conditions set forth in this letter.
3.3 Probationary Period: Your employment will be subject to a probationary period of [PROBATIONARY PERIOD LENGTH], during which your performance will be reviewed.

4. CONDITIONS OF EMPLOYMENT
4.1 Background Check: This offer is contingent upon the satisfactory completion of a background check, including but not limited to [CRIMINAL HISTORY CHECK/EMPLOYMENT VERIFICATION/EDUCATION VERIFICATION/CREDIT CHECK/MOTOR VEHICLE RECORD CHECK], conducted in accordance with applicable law.
4.2 Reference Checks: This offer is contingent upon the satisfactory completion of reference checks with your prior employers and references.
4.3 Drug and Alcohol Screening: This offer is contingent upon your satisfactory completion of a drug and alcohol screening in accordance with applicable law. [IF NOT APPLICABLE, STATE "NOT APPLICABLE"].
4.4 Proof of Work Authorization: This offer is contingent upon your providing documentation establishing your identity and authorization to work in [COUNTRY/JURISDICTION], as required by applicable law, within [NUMBER] days of your start date.
4.5 Educational and Credential Verification: This offer is contingent upon verification of the degrees, licenses, and certifications you have represented, including [DEGREE/LICENSE/CERTIFICATION DETAILS].
4.6 Professional License: Where the position requires a professional license, this offer is contingent upon your holding and maintaining a valid [LICENSE NAME] issued by [LICENSING AUTHORITY].
4.7 Execution of Company Agreements: This offer is contingent upon your execution of the Company's [CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT/EMPLOYEE HANDBOOK ACKNOWLEDGMENT/ARBITRATION AGREEMENT/NON-SOLICITATION AGREEMENT/CONFLICT OF INTEREST POLICY], attached as [EXHIBIT/APPENDIX REFERENCE].
4.8 Physical Examination: [IF APPLICABLE] This offer is contingent upon your satisfactory completion of a job-related physical examination, where permitted by applicable law.
4.9 Other Conditions: This offer is further contingent upon [DESCRIBE ANY ADDITIONAL CONDITIONS, E.G., SIGNING BONUS REPAYMENT AGREEMENT, RELOCATION AGREEMENT, OR SECURITY CLEARANCE].

5. BENEFITS
5.1 Eligibility: You will be eligible to participate in the Company's benefit programs, including [LIST OF BENEFITS, E.G., HEALTH INSURANCE, DENTAL INSURANCE, VISION INSURANCE, RETIREMENT PLAN, PAID TIME OFF], subject to the terms and conditions of each plan and applicable eligibility waiting periods.
5.2 Paid Time Off: You will accrue paid time off at a rate of [ACCRUAL RATE] per [PAY PERIOD/YEAR], in accordance with Company policy.
5.3 Benefits Documentation: Complete details of all benefit plans will be provided to you [DURING ONBOARDING/UPON REQUEST].

6. AT-WILL EMPLOYMENT
6.1 At-Will Status: Your employment with [COMPANY NAME] will be "at will," meaning that either you or the Company may terminate the employment relationship at any time, with or without cause or advance notice, subject to applicable law.
6.2 No Fixed Term: Nothing in this letter or in any Company document creates a contract of employment for a fixed term or guarantees employment for any specified period.
6.3 Modification: The at-will nature of your employment may be modified only by a written agreement signed by you and an authorized officer of the Company.

7. COMPANY POLICIES AND CONFIDENTIALITY
7.1 Compliance with Policies: You agree to comply with all Company policies, rules, and procedures, including those set forth in the Employee Handbook, as amended from time to time.
7.2 Confidentiality: You agree to maintain the confidentiality of all proprietary and confidential information of the Company and to execute the Company's Confidentiality and Non-Disclosure Agreement as a condition of employment.
7.3 Conflict of Interest: You represent that you are not subject to any agreement, non-compete, non-solicitation, or other obligation that would restrict your ability to perform the duties of the position, and you agree to disclose any such obligations to the Company.
7.4 Company Property: You agree to comply with all Company policies regarding the use and protection of Company property, including information systems and electronic devices.

8. ACCEPTANCE AND EXPIRATION
8.1 Expiration of Offer: This offer will expire at [TIME] on [EXPIRATION DATE] unless accepted by you before that time, unless extended in writing by the Company.
8.2 Acceptance Procedure: To accept this offer, please sign and date this letter where indicated below and return it to [COMPANY CONTACT NAME AND TITLE] at [RETURN ADDRESS OR EMAIL ADDRESS].
8.3 Entire Offer: This letter, together with the documents referenced in it, constitutes the complete offer and supersedes any prior oral or written statements regarding the terms of employment.
8.4 Governing Law: This offer and any resulting employment relationship will be governed by the laws of [STATE/JURISDICTION], without regard to conflict of law principles.
8.5 Severability: If any provision of this letter is held to be invalid or unenforceable, the remaining provisions will remain in full force and effect.

9. SIGNATURES
9.1 Company Acceptance: By signing below, [COMPANY NAME] extends this conditional offer of employment subject to the terms set forth in this letter.

Company: [COMPANY NAME]

Signature: ______________________________________

Name: [AUTHORIZED SIGNATORY NAME]

Title: [AUTHORIZED SIGNATORY TITLE]

Date: [DATE]
9.2 Candidate Acceptance: By signing below, I, [CANDIDATE FULL NAME], accept the conditional offer of employment described in this letter and acknowledge that I have read, understood, and agree to its terms. I understand that this offer is contingent upon the conditions described in Section 4 and that my employment is at will as described in Section

6.

Candidate Signature: ______________________________________

Printed Name: [CANDIDATE FULL NAME]

Date: [DATE]

ACKNOWLEDGMENT OF RECEIPT

I acknowledge that I have received a copy of this Conditional Employment Offer Letter.

Candidate Signature: ______________________________________

Date: [DATE]
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