EMPLOYMENT LETTER OF INTENT

[EMPLOYEE FULL NAME]

[EMPLOYEE STREET ADDRESS]

[EMPLOYEE CITY, STATE, ZIP CODE]

[EMPLOYEE EMAIL ADDRESS]

[EMPLOYEE PHONE NUMBER]

[DATE]

[EMPLOYER NAME]

[EMPLOYER STREET ADDRESS]

[EMPLOYER CITY, STATE, ZIP CODE]

RE: LETTER OF INTENT FOR EMPLOYMENT

Dear [EMPLOYEE FULL NAME],

This Letter of Intent ("Letter") outlines the proposed terms and conditions of your employment with [EMPLOYER NAME] ("Company"). This Letter is intended to serve as a preliminary expression of mutual interest and is not a binding employment contract unless expressly stated herein.

1. POSITION AND DUTIES

1.1 Position Title: [JOB TITLE]

1.2 Department: [DEPARTMENT NAME]

1.3 Reporting To: [SUPERVISOR NAME AND TITLE]

1.4 Start Date: [PROPOSED START DATE]

1.5 Work Location: [WORK LOCATION OR REMOTE STATUS]

1.6 Primary Duties and Responsibilities: [DESCRIBE PRIMARY DUTIES AND RESPONSIBILITIES]

1.7 Additional Duties: Employee may be assigned additional duties consistent with the position as determined by the Company.

2. COMPENSATION

2.1 Base Salary: [ANNUAL BASE SALARY] per [YEAR/MONTH], payable in accordance with the Company's standard payroll schedule.

2.2 Overtime: [OVERTIME ELIGIBILITY OR EXEMPTION STATUS]

2.3 Bonus or Incentive Compensation: [DESCRIBE ANY BONUS OR INCENTIVE COMPENSATION]

2.4 Commission: [DESCRIBE ANY COMMISSION STRUCTURE, IF APPLICABLE]

2.5 Payment Schedule: [PAY FREQUENCY, E.G., BI-WEEKLY, SEMI-MONTHLY]

3. BENEFITS

3.1 Health Insurance: [DESCRIBE HEALTH INSURANCE BENEFITS OR STATE "AS PER COMPANY POLICY"]

3.2 Dental and Vision Insurance: [DESCRIBE DENTAL AND VISION BENEFITS OR STATE "AS PER COMPANY POLICY"]

3.3 Retirement Plan: [DESCRIBE RETIREMENT PLAN, E.G., 401(K), OR STATE "AS PER COMPANY POLICY"]

3.4 Paid Time Off: [NUMBER] days per year, accrued in accordance with Company policy.

3.5 Holidays: [NUMBER] paid holidays per year as designated by the Company.

3.6 Other Benefits: [DESCRIBE ANY OTHER BENEFITS, E.G., LIFE INSURANCE, DISABILITY, TUITION REIMBURSEMENT]

4. EMPLOYMENT TERMS

4.1 Employment Status: [FULL-TIME/PART-TIME/CONTRACT] employment.

4.2 At-Will Employment: Unless otherwise specified in a separate written agreement, employment with the Company is at-will and may be terminated by either party at any time, with or without cause or notice.

4.3 Probationary Period: [LENGTH OF PROBATIONARY PERIOD, IF ANY]

4.4 Work Hours: [STANDARD WORK HOURS, E.G., 9:00 AM TO 5:00 PM, MONDAY THROUGH FRIDAY]

4.5 Remote Work: [DESCRIBE REMOTE WORK ARRANGEMENT, IF APPLICABLE]

5. CONDITIONS OF EMPLOYMENT

5.1 Background Check: This offer is contingent upon satisfactory completion of a background check.

5.2 Reference Check: This offer is contingent upon satisfactory reference checks.

5.3 Work Authorization: This offer is contingent upon verification of your eligibility to work in [COUNTRY/STATE].

5.4 Drug Screening: [REQUIRED/NOT REQUIRED] pre-employment drug screening.

5.5 Confidentiality Agreement: Employee agrees to sign and abide by the Company's Confidentiality and Non-Disclosure Agreement.

5.6 Non-Compete Agreement: [REQUIRED/NOT REQUIRED] Non-Compete Agreement.

5.7 Intellectual Property Assignment: Employee agrees to assign all intellectual property created during employment to the Company as per Company policy.

6. ACCEPTANCE

6.1 This Letter is not an employment contract and does not guarantee employment for any specific duration.

6.2 To indicate your acceptance of the proposed terms outlined in this Letter, please sign and date below and return a copy to [COMPANY REPRESENTATIVE NAME AND TITLE] by [RESPONSE DEADLINE DATE].

7. GOVERNING LAW

7.1 This Letter shall be governed by and construed in accordance with the laws of the State of [STATE].

8. ENTIRE AGREEMENT

8.1 This Letter constitutes the entire understanding between the parties regarding the proposed employment terms and supersedes all prior discussions and agreements, whether written or oral, except as expressly stated herein.

9. SIGNATURES

9.1 Employee Acknowledgment:

I, [EMPLOYEE FULL NAME], acknowledge that I have read and understand the terms of this Letter of Intent and accept the proposed employment terms as outlined above.

[EMPLOYEE SIGNATURE]

[EMPLOYEE PRINTED NAME]

[DATE]

9.2 Company Acknowledgment:

[COMPANY REPRESENTATIVE NAME]

[COMPANY REPRESENTATIVE TITLE]

[COMPANY REPRESENTATIVE SIGNATURE]

[DATE]
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