EXECUTIVE JOB OFFER LETTER SAMPLE

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE ZIP CODE]

[DATE OF LETTER]

[EXECUTIVE CANDIDATE NAME]

[CANDIDATE STREET ADDRESS]

[CANDIDATE CITY, STATE ZIP CODE]

RE: OFFER OF EMPLOYMENT — [POSITION TITLE]

Dear [EXECUTIVE CANDIDATE NAME],

[COMPANY NAME] (the "Company") is pleased to offer you employment on the terms set forth in this letter. This offer is contingent upon the conditions described in Section 9 below.

1. POSITION AND DUTIES

1.1 Position: You will be employed in the position of [POSITION TITLE], reporting to [TITLE OF SUPERVISOR OR BOARD].

1.2 Duties: You will perform the duties and responsibilities customarily associated with the position of [POSITION TITLE], together with such other duties as may be assigned to you from time to time by the Company.

1.3 Start Date: Your employment will begin on [EMPLOYMENT START DATE].

1.4 Work Location: Your principal place of employment will be [WORK LOCATION ADDRESS], subject to the Company's policies regarding remote or hybrid work.

2. COMPENSATION

2.1 Base Salary: Your annual base salary will be [ANNUAL BASE SALARY] ([SALARY IN WORDS] DOLLARS), payable in accordance with the Company's regular payroll practices and subject to applicable withholdings and deductions.

2.2 Signing Bonus: You will receive a one-time signing bonus of [SIGNING BONUS AMOUNT], payable within [NUMBER] days of your start date, subject to the repayment terms set forth in Section 11.

2.3 Annual Bonus: You will be eligible for an annual performance bonus with a target of [TARGET BONUS PERCENTAGE]% of your base salary, based on the achievement of performance objectives established by [COMPANY OR COMMITTEE], and subject to the terms of the applicable bonus plan.

2.4 Equity Award: Subject to approval by the Company's [BOARD OF DIRECTORS OR COMPENSATION COMMITTEE], you will be granted [EQUITY AWARD DESCRIPTION AND NUMBER OF SHARES OR UNITS], vesting in accordance with the terms of the Company's equity incentive plan and your award agreement.

3. BENEFITS

3.1 Employee Benefit Plans: You will be eligible to participate in the Company's employee benefit plans generally available to similarly situated executives, including [LIST BENEFIT PLANS, E.G., HEALTH, DENTAL, VISION, LIFE INSURANCE, AND RETIREMENT PLANS], subject to the terms of those plans.

3.2 Paid Time Off: You will be entitled to [NUMBER] weeks of paid vacation per year, plus Company-recognized holidays, in accordance with the Company's vacation policy.

3.3 Executive Perquisites: You will be eligible for the following perquisites: [DESCRIBE PERQUISITES, E.G., CAR ALLOWANCE, CLUB MEMBERSHIP, FINANCIAL PLANNING].

4. EXPENSES

4.1 Business Expenses: The Company will reimburse you for reasonable and necessary business expenses incurred in the performance of your duties, in accordance with the Company's expense reimbursement policy.

4.2 Relocation Expenses: The Company will reimburse you for relocation expenses up to [RELOCATION EXPENSE AMOUNT], subject to the terms of the Company's relocation policy and the repayment terms set forth in Section 11.

5. CONFIDENTIALITY

5.1 Confidential Information: You will be required to sign and comply with the Company's Confidential Information and Invention Assignment Agreement, attached as Exhibit A.

5.2 Non-Disclosure: You agree not to disclose or use any confidential or proprietary information of the Company, whether during or after your employment, except as required to perform your duties.

6. INTELLECTUAL PROPERTY

6.1 Assignment of Inventions: You agree to assign to the Company all right, title, and interest in any inventions, works of authorship, and other intellectual property created by you during your employment that relate to the Company's business or result from your work for the Company.

7. NON-SOLICITATION AND NON-COMPETITION

7.1 Non-Solicitation: For a period of [NON-SOLICITATION PERIOD] following the termination of your employment, you agree not to solicit the Company's employees or customers, as further described in Exhibit B.

7.2 Non-Competition: For a period of [NON-COMPETITION PERIOD] following the termination of your employment, you agree not to engage in competitive activities as further described in Exhibit B, to the extent permitted by applicable law.

8. AT-WILL EMPLOYMENT

8.1 At-Will Status: Your employment with the Company is "at will," meaning that either you or the Company may terminate the employment relationship at any time, with or without cause or notice.

8.2 No Fixed Term: Nothing in this letter creates a contract of employment for any specified period.

9. CONDITIONS OF EMPLOYMENT

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

9.2 Work Authorization: This offer is contingent upon your providing documentation establishing your identity and authorization to work in [COUNTRY].

9.3 Reference Checks: This offer is contingent upon satisfactory reference checks.

9.4 Execution of Agreements: This offer is contingent upon your execution of the Company's Confidential Information and Invention Assignment Agreement and any other agreements referenced in this letter.

10. SEVERANCE

10.1 Severance Benefits: If your employment is terminated by the Company without Cause (as defined in Exhibit C), you will be eligible for severance benefits equal to [SEVERANCE AMOUNT OR FORMULA], subject to your execution of a release of claims in favor of the Company.

10.2 Conditions: Severance benefits are conditioned upon your compliance with the agreements referenced in this letter and the terms of the Company's severance plan or policy.

11. CLAWBACK AND REPAYMENT

11.1 Signing Bonus Repayment: If you voluntarily resign or are terminated for Cause within [REPAYMENT PERIOD] of your start date, you agree to repay the signing bonus described in Section 2.2.

11.2 Relocation Repayment: If you voluntarily resign or are terminated for Cause within [REPAYMENT PERIOD] of your start date, you agree to repay the relocation expenses described in Section 4.2.

11.3 Recoupment Policy: All compensation paid to you is subject to the Company's compensation recoupment policy and applicable law.

12. TAX MATTERS

12.1 Withholding: All payments under this letter are subject to applicable tax withholding and reporting.

12.2 No Tax Advice: You acknowledge that the Company has not provided you with tax advice and that you are responsible for your own tax consequences.

13. DISPUTE RESOLUTION

13.1 Arbitration: Any dispute arising out of or relating to this letter or your employment will be resolved by binding arbitration in accordance with the Company's arbitration agreement, to the extent permitted by applicable law.

13.2 Governing Law: This letter will be governed by the laws of [STATE OR JURISDICTION], without regard to its conflict of laws principles.

14. MISCELLANEOUS

14.1 Entire Agreement: This letter, together with the exhibits and agreements referenced herein, constitutes the entire agreement between you and the Company regarding its subject matter.

14.2 Amendment: This letter may be amended only by a written instrument signed by both you and an authorized representative of the Company.

14.3 Severability: If any provision of this letter is held invalid or unenforceable, the remaining provisions will continue in full force and effect.

14.4 Counterparts: This letter may be executed in counterparts, each of which will be deemed an original.

15. ACCEPTANCE

15.1 Acceptance Deadline: This offer will remain open until [OFFER EXPIRATION DATE].

15.2 How to Accept: To accept this offer, please sign and return a copy of this letter to [COMPANY CONTACT NAME AND EMAIL ADDRESS] by the acceptance deadline.

15.3 Effect of Signature: Your signature below confirms your acceptance of the terms of this offer.

Sincerely,

[COMPANY NAME]

By: ______________________________

Name: [AUTHORIZED SIGNATORY NAME]

Title: [AUTHORIZED SIGNATORY TITLE]

Date: [SIGNATURE DATE]

ACCEPTED AND AGREED:

Signature: ______________________________

Name: [EXECUTIVE CANDIDATE NAME]

Date: [ACCEPTANCE DATE]

EXHIBIT A — CONFIDENTIAL INFORMATION AND INVENTION ASSIGNMENT AGREEMENT

[ATTACH AGREEMENT]

EXHIBIT B — NON-SOLICITATION AND NON-COMPETITION AGREEMENT

[ATTACH AGREEMENT]

EXHIBIT C — DEFINITION OF CAUSE

[ATTACH DEFINITION]
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