REMOTE JOB OFFER LETTER SAMPLE

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

[COMPANY PHONE NUMBER]

[COMPANY EMAIL ADDRESS]

[DATE OF LETTER]

[CANDIDATE FULL NAME]

[CANDIDATE STREET ADDRESS]

[CANDIDATE CITY, STATE, ZIP CODE]

[CANDIDATE EMAIL ADDRESS]

RE: OFFER OF EMPLOYMENT — [JOB TITLE] (REMOTE POSITION)

Dear [CANDIDATE FULL NAME]:

[COMPANY NAME] ("Company") is pleased to offer you employment in the remote position of [JOB TITLE] with [DEPARTMENT NAME], reporting to [SUPERVISOR NAME], [SUPERVISOR TITLE]. This letter sets forth the terms and conditions of your employment. This offer is contingent upon the conditions described in Section

9.

1. POSITION AND DUTIES
1.1 Position Title: You will be employed as [JOB TITLE].
1.2 Reporting Relationship: You will report directly to [SUPERVISOR NAME], [SUPERVISOR TITLE], or such other person as the Company may designate.
1.3 Job Duties: Your duties will include [BRIEF DESCRIPTION OF JOB DUTIES AND RESPONSIBILITIES], together with such other duties as may be assigned to you from time to time.
1.4 Work Location: Your primary work location will be remote, at [EMPLOYEE REMOTE WORK ADDRESS]. You are not required to report to a Company office except as described in Section

3.

2. START DATE AND EMPLOYMENT PERIOD
2.1 Start Date: Your employment will begin on [EMPLOYMENT START DATE].
2.2 Employment Type: Your employment will be [FULL-TIME / PART-TIME], [EXEMPT / NON-EXEMPT] under applicable law.
2.3 At-Will Employment: Your employment is at-will unless otherwise stated in a separate written agreement signed by an authorized Company officer. Either you or the Company may terminate the employment relationship at any time, with or without cause or notice.

3. WORK SCHEDULE AND REMOTE WORK ARRANGEMENT
3.1 Standard Work Hours: Your standard work schedule will be [WORK SCHEDULE, E.G., MONDAY THROUGH FRIDAY, 9:00 A.M. TO 5:00 P.M.], in the time zone of [TIME ZONE].
3.2 Core Hours and Availability: You are expected to be available during core business hours of [CORE HOURS] and to respond to communications within [RESPONSE TIME EXPECTATION].
3.3 Remote Work Expectations: You agree to maintain a dedicated, professional, and safe home workspace, reliable internet access of at least [MINIMUM INTERNET SPEED], and a working telephone. You agree to comply with all Company remote work, information security, and confidentiality policies.
3.4 Occasional Travel: You may be required to travel to [COMPANY OFFICE OR OTHER LOCATION] for meetings, training, or other business purposes, up to approximately [NUMBER] times per [YEAR/QUARTER/MONTH], with reasonable advance notice. Travel expenses will be reimbursed in accordance with Company policy.
3.5 Workspace Inspection: To the extent permitted by law, you agree to allow the Company to inspect your remote workspace for safety and compliance purposes upon reasonable notice.

4. COMPENSATION
4.1 Base Salary or Hourly Rate: You will be paid [ANNUAL SALARY / HOURLY RATE] of [AMOUNT] [PER YEAR / PER HOUR], payable in accordance with the Company's standard payroll practices and subject to applicable deductions and withholdings.
4.2 Pay Frequency: You will be paid [PAY FREQUENCY, E.G., BIWEEKLY] by [PAYMENT METHOD, E.G., DIRECT DEPOSIT].
4.3 Overtime: If you are classified as non-exempt, you will be eligible for overtime compensation in accordance with applicable law. If you are classified as exempt, you will not be eligible for overtime.
4.4 Bonus or Incentive Compensation: You [WILL / WILL NOT] be eligible for [BONUS OR INCENTIVE PLAN NAME] in accordance with the terms of that plan, subject to [ELIGIBILITY CONDITIONS].
4.5 Equity Awards: You [WILL / WILL NOT] be eligible for equity awards under [EQUITY PLAN NAME], subject to approval by the Company's board of directors and the terms of the applicable award agreement.
4.6 Salary Reviews: Your compensation will be reviewed [ANNUALLY / AT OTHER INTERVALS] in accordance with Company policy.

5. BENEFITS
5.1 Benefit Eligibility: You will be eligible to participate in the Company's benefit plans, including [LIST BENEFIT PLANS, E.G., HEALTH, DENTAL, VISION, RETIREMENT, LIFE INSURANCE], subject to the terms and eligibility requirements of each plan.
5.2 Paid Time Off: You will accrue [NUMBER]
[DAYS/HOURS] of paid time off per [YEAR/MONTH], in accordance with Company policy.
5.3 Holidays: You will be eligible for [NUMBER] paid Company holidays per calendar year.
5.4 Sick Leave: You will be eligible for paid sick leave in accordance with applicable law and Company policy.
5.5 Benefit Plan Changes: The Company reserves the right to modify, amend, or terminate its benefit plans at any time, subject to applicable law.

6. EXPENSES AND EQUIPMENT
6.1 Equipment Provided: The Company will provide the following equipment for your remote work: [LIST EQUIPMENT, E.G., LAPTOP, MONITOR, HEADSET].
6.2 Equipment Return: All Company equipment must be returned in good condition upon termination of employment, and the Company may deduct the value of unreturned equipment from final pay to the extent permitted by law.
6.3 Expense Reimbursement: The Company will reimburse reasonable and necessary business expenses incurred in accordance with Company policy, upon submission of [EXPENSE REPORT REQUIREMENTS] within [NUMBER] days.
6.4 Home Office Stipend: You [WILL / WILL NOT] receive a one-time home office stipend of [AMOUNT], payable [PAYMENT TIMING].
6.5 Internet and Telephone Allowance: You [WILL / WILL NOT] receive a [MONTHLY] allowance of [AMOUNT] toward internet and telephone expenses.

7. CONFIDENTIALITY AND COMPANY POLICIES
7.1 Confidential Information: You agree to keep confidential all non-public information relating to the Company's business, including trade secrets, customer information, financial data, and proprietary information, both during and after employment.
7.2 Company Policies: You agree to comply with all Company policies and procedures, including those set forth in the Employee Handbook, which may be amended from time to time.
7.3 Company Property and Data: You agree to use Company property, systems, and data only for authorized business purposes and in accordance with Company information security policies.

8. INTELLECTUAL PROPERTY AND RESTRICTIVE COVENANTS
8.1 Work Product: All inventions, works of authorship, and other work product created by you within the scope of your employment shall be the sole property of the Company.
8.2 Prior Inventions: You represent that you have disclosed to the Company all prior inventions that you wish to exclude from this assignment, as listed on Exhibit A, if any.
8.3 Non-Solicitation: For a period of [NUMBER] months following termination of employment, you agree not to solicit [COMPANY EMPLOYEES / CUSTOMERS] on behalf of a competing business, to the extent permitted by applicable law.
8.4 Non-Competition: [IF APPLICABLE] For a period of [NUMBER] months following termination of employment, you agree not to compete with the Company within [GEOGRAPHIC SCOPE], to the extent permitted by applicable law.
8.5 Governing Law for Covenants: The restrictive covenants in this Section shall be governed by the laws of [STATE], and the parties agree that such provisions shall be enforced to the maximum extent permitted by law.

9. CONDITIONS OF EMPLOYMENT
9.1 Background Check: This offer is contingent upon satisfactory completion of a background check in accordance with applicable law.
9.2 Right to Work: This offer is contingent upon your providing documentation establishing your identity and authorization to work in [COUNTRY], as required by law.
9.3 Reference Verification: This offer is contingent upon satisfactory verification of your references and credentials.
9.4 Execution of Agreements: This offer is contingent upon your signing the Company's Confidentiality and Invention Assignment Agreement and any other required agreements.
9.5 Immigration and Tax Compliance: You are responsible for complying with all immigration, tax, and employment laws applicable in your remote work location.

10. TAX AND LEGAL COMPLIANCE FOR REMOTE WORK
10.1 Tax Withholding: The Company will withhold applicable federal, state, and local taxes based on your remote work location of [EMPLOYEE REMOTE WORK STATE/COUNTRY].
10.2 Multi-State or International Work: If you intend to work from a location other than [EMPLOYEE REMOTE WORK STATE/COUNTRY] for more than [NUMBER] days per year, you must obtain prior written approval from [APPROVING MANAGER OR DEPARTMENT], and additional tax or legal requirements may apply.
10.3 Employee Responsibility: You agree to promptly notify the Company of any change in your remote work location.

11. TERMINATION
11.1 Termination by Either Party: Either party may terminate the employment relationship at any time, with or without cause, subject to applicable law and any written agreement to the contrary.
11.2 Notice: [NOTICE PERIOD REQUIREMENTS, IF ANY, OR "No notice period is required beyond applicable law."]
11.3 Return of Property: Upon termination, you agree to return all Company property and confidential information immediately.
11.4 Final Pay: Final wages will be paid in accordance with applicable law and Company policy.

12. DISPUTE RESOLUTION
12.1 Governing Law: This letter agreement shall be governed by the laws of [STATE/COUNTRY], without regard to conflict of law principles.
12.2 Arbitration: [IF APPLICABLE] Any dispute arising out of or relating to this agreement or your employment shall be resolved by binding arbitration in accordance with [ARBITRATION RULES], except where prohibited by law.
12.3 Class Action Waiver: [IF APPLICABLE] To the extent permitted by law, you and the Company agree to resolve disputes on an individual basis only.

13. MISCELLANEOUS
13.1 Entire Agreement: This letter, together with the agreements referenced herein, constitutes the entire agreement between you and the Company regarding your employment and supersedes all prior negotiations and agreements.
13.2 Amendment: This agreement may be amended only by a written instrument signed by you and an authorized Company officer.
13.3 Severability: If any provision of this agreement is held invalid or unenforceable, the remaining provisions shall remain in full force and effect.
13.4 No Waiver: The failure of either party to enforce any provision shall not constitute a waiver of that provision.
13.5 Assignment: You may not assign this agreement. The Company may assign this agreement to a successor entity.
13.6 Counterparts and Electronic Signature: This agreement may be executed in counterparts and by electronic signature, each of which shall be deemed an original.

14. ACCEPTANCE
14.1 Acceptance Deadline: To accept this offer, please sign and return this letter by [OFFER EXPIRATION DATE].
14.2 Acknowledgment: By signing below, you acknowledge that you have read, understood, and agree to the terms of this offer letter, and that you have had the opportunity to consult with legal counsel of your choosing.

Sincerely,

[COMPANY SIGNATORY NAME]

[COMPANY SIGNATORY TITLE]

[COMPANY NAME]

ACCEPTED AND AGREED:

Employee Signature: ______________________________

Printed Name: [CANDIDATE FULL NAME]

Date: [ACCEPTANCE DATE]

EXHIBIT A — PRIOR INVENTIONS

[List any prior inventions to be excluded, or state "None."]
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