PART-TIME EMPLOYEE OFFER LETTER SAMPLE

[COMPANY NAME]

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

[COMPANY PHONE NUMBER]
[COMPANY EMAIL ADDRESS]

[DATE OF OFFER]

[EMPLOYEE FULL NAME]

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

[EMPLOYEE EMAIL ADDRESS]

RE: OFFER OF PART-TIME EMPLOYMENT

Dear [EMPLOYEE FULL NAME],

[COMPANY NAME] (the "Company") is pleased to offer you part-time employment on the terms and conditions set forth in this letter (the "Agreement"). This offer is contingent upon your acceptance of the terms below and your satisfaction of any conditions stated in this Agreement.

1. POSITION AND DUTIES
1.1 Position Title: You will be employed in the position of [JOB TITLE].
1.2 Reporting Relationship: You will report to [SUPERVISOR NAME AND TITLE] or such other person as the Company may designate.
1.3 Duties and Responsibilities: Your duties and responsibilities will include [DESCRIPTION OF DUTIES AND RESPONSIBILITIES] and such other duties as may be assigned to you from time to time.
1.4 Company Policies: You agree to comply with all Company policies, procedures, rules, and regulations, including those set forth in the Company's employee handbook, as amended from time to time.

2. EMPLOYMENT STATUS AND CLASSIFICATION
2.1 Part-Time Status: You will be employed on a part-time basis. Your regular work schedule is expected to be [NUMBER OF HOURS] hours per week, generally scheduled as [DESCRIPTION OF WORK SCHEDULE, E.G., DAYS AND HOURS].
2.2 At-Will Employment: Your employment with the Company is "at will." This means 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. Nothing in this Agreement creates a contract of employment for any specified term.
2.3 Classification: You will be classified as [EXEMPT/NON-EXEMPT] under applicable federal and state wage and hour laws.
2.4 Probationary Period: Your employment is subject to an initial probationary period of [NUMBER OF DAYS/MONTHS], during which either party may terminate the employment relationship in accordance with Section 2.2.

3. COMPENSATION
3.1 Hourly Rate or Salary: You will be paid [HOURLY RATE/SALARY AMOUNT] [PER HOUR/PER PAY PERIOD], payable in accordance with the Company's regular payroll schedule, subject to applicable deductions and withholdings.
3.2 Pay Period and Payday: You will be paid [WEEKLY/BIWEEKLY/SEMIMONTHLY] on [DAY OF WEEK/PAYDAY DESCRIPTION], subject to the Company's standard payroll practices.
3.3 Overtime: [IF NON-EXEMPT: You will be eligible for overtime compensation at the rate required by applicable law for hours worked in excess of [NUMBER OF HOURS] in a workweek, subject to the Company's prior authorization of overtime work. / IF EXEMPT: You will not be eligible for overtime compensation.]
3.4 Timekeeping: You agree to accurately record all time worked in accordance with the Company's timekeeping procedures.

4. BENEFITS
4.1 Eligibility: As a part-time employee, you [WILL/WILL NOT] be eligible to participate in the Company's benefit plans and programs, subject to the terms and conditions of those plans and applicable eligibility requirements.
4.2 Benefits Description: Your eligibility for benefits, if any, is described as follows: [DESCRIPTION OF BENEFITS, E.G., PAID TIME OFF, HEALTH INSURANCE, RETIREMENT PLAN, OR "NONE"].
4.3 Paid Time Off: You will accrue paid time off at the rate of [ACCRUAL RATE/DESCRIPTION], subject to the Company's paid time off policy.
4.4 Changes to Benefits: The Company reserves the right to modify, amend, or terminate any benefit plan or program at any time, subject to applicable law.

5. WORKPLACE POLICIES AND EXPECTATIONS
5.1 Attendance and Punctuality: You are expected to maintain regular attendance and punctuality and to notify your supervisor of any absence in accordance with Company policy.
5.2 Standards of Conduct: You agree to conduct yourself in a professional manner and to adhere to the Company's standards of conduct and ethics.
5.3 Confidentiality: You agree to keep confidential all proprietary and confidential information of the Company and not to disclose it to any third party during or after your employment, except as required by law or authorized by the Company in writing.
5.4 Intellectual Property: All inventions, works, and materials created by you within the scope of your employment shall be the sole property of the Company.
5.5 Non-Solicitation and Non-Competition: [IF APPLICABLE: You agree to the non-solicitation and non-competition obligations set forth in the attached [NON-SOLICITATION/NON-COMPETITION AGREEMENT], which is incorporated into this Agreement by reference. / NOT APPLICABLE.]
5.6 Conflict of Interest: You agree to disclose to the Company any outside employment, business interest, or activity that may conflict with your duties to the Company.

6. CONDITIONS OF EMPLOYMENT
6.1 Background Check: This offer is contingent upon the satisfactory completion of a background check, to the extent permitted by applicable law.
6.2 Work Authorization: This offer is contingent upon your providing documentation establishing your identity and authorization to work in the United States, as required by law.
6.3 Reference Checks: This offer is contingent upon the satisfactory completion of reference checks.
6.4 Other Conditions: [DESCRIBE ANY ADDITIONAL CONDITIONS, E.G., DRUG SCREENING, LICENSE VERIFICATION, OR "NONE"].

7. TERMINATION
7.1 Termination by Either Party: Either party may terminate the employment relationship at any time, with or without cause or advance notice, subject to applicable law.
7.2 Return of Company Property: Upon termination of employment, you agree to return all Company property, including documents, equipment, and access credentials, in your possession or control.
7.3 Final Compensation: You will receive final compensation for all hours worked and accrued, unused paid time off, if applicable, in accordance with applicable law and Company policy.

8. MISCELLANEOUS
8.1 Entire Agreement: This Agreement constitutes the entire agreement between you and the Company regarding its subject matter and supersedes all prior or contemporaneous agreements, understandings, and representations, whether written or oral.
8.2 Amendment: This Agreement may be amended only by a written instrument signed by both you and an authorized representative of the Company.
8.3 Severability: If any provision of this Agreement is held to be invalid or unenforceable, the remaining provisions shall continue in full force and effect.
8.4 Governing Law: This Agreement shall be governed by and construed in accordance with the laws of the State of [STATE], without regard to its conflict of laws principles.
8.5 No Waiver: The failure of either party to enforce any provision of this Agreement shall not constitute a waiver of that provision or of any other provision.
8.6 Counterparts: This Agreement may be executed in counterparts, each of which shall be deemed an original and all of which together shall constitute one instrument.

9. ACCEPTANCE
9.1 Acceptance Deadline: To accept this offer, please sign and return this Agreement to [COMPANY CONTACT NAME] at [COMPANY EMAIL ADDRESS OR ADDRESS] no later than [ACCEPTANCE DEADLINE DATE].
9.2 Acknowledgment: By signing below, you acknowledge that you have read, understood, and agree to the terms and conditions of this Agreement, and that you have had the opportunity to ask questions and seek independent advice regarding this Agreement.

IN WITNESS WHEREOF, the parties have executed this Agreement as of the dates set forth below.

COMPANY:

[COMPANY NAME]

By: ______________________________________

Name: [AUTHORIZED SIGNATORY NAME]

Title: [AUTHORIZED SIGNATORY TITLE]

Date: [DATE SIGNED]

EMPLOYEE:

Signature: ______________________________________

Name: [EMPLOYEE FULL NAME]

Date: [DATE SIGNED]
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