SMALL BUSINESS JOB OFFER LETTER SAMPLE

[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: OFFER OF EMPLOYMENT — [JOB TITLE]

Dear [CANDIDATE FULL NAME]:

[COMPANY NAME] (the "Company") is pleased to offer you employment on the following terms. This letter, together with any documents referenced in it, constitutes the complete offer of employment and supersedes any prior discussions or representations.

1. POSITION AND DUTIES
1.1 Position: You will be employed as [JOB TITLE].
1.2 Reporting: You will report directly to [SUPERVISOR NAME AND TITLE].
1.3 Duties: Your duties will include [BRIEF DESCRIPTION OF PRIMARY DUTIES AND RESPONSIBILITIES], together with such other duties as may be reasonably assigned to you from time to time.
1.4 Work Location: Your primary work location will be [WORK LOCATION ADDRESS], subject to the Company's business needs and any remote work arrangements described in Section

3.

2. START DATE AND EMPLOYMENT TERMS
2.1 Start Date: Your employment will begin on [START DATE].
2.2 Employment Type: Your employment will be [FULL-TIME / PART-TIME], [AT-WILL / FIXED TERM], and classified as [EXEMPT / NON-EXEMPT] under applicable wage and hour laws.
2.3 Probationary Period: Your employment is subject to an introductory or probationary period of [NUMBER] days, during which either party may terminate the employment relationship in accordance with Section

9.
2.4 Contingencies: This offer is contingent upon (a)
satisfactory completion of a background check, (b) verification of your authorization to work in the United States as required by law, (c) [REFERENCE CHECK / DRUG SCREEN / OTHER CONTINGENCY], and (d) your execution of the Company's standard confidentiality and other required agreements.

3. COMPENSATION
3.1 Base Salary or Wages: You will be paid [AMOUNT] per [HOUR / WEEK / BI-WEEKLY PAY PERIOD / MONTH / YEAR], payable in accordance with the Company's standard payroll practices and subject to applicable payroll deductions and withholdings.
3.2 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 compensation.
3.3 Payment Schedule: You will be paid on the Company's regular pay schedule, which is [PAY FREQUENCY], beginning [FIRST PAY DATE OR PAY PERIOD].
3.4 Bonus or Commission: You will be eligible for [BONUS / COMMISSION PLAN DESCRIPTION], subject to the terms of the applicable plan document and the Company's sole discretion.
3.5 Salary Review: Your compensation will be reviewed [ANNUALLY / AT INTERVALS] in accordance with the Company's compensation review practices.

4. BENEFITS
4.1 Eligibility: You will be eligible to participate in the Company's benefit plans, including [LIST BENEFIT PLANS, E.G., HEALTH INSURANCE, DENTAL, VISION, RETIREMENT PLAN, PAID TIME OFF], subject to the terms and eligibility requirements of each plan.
4.2 Waiting Period: Benefit eligibility may begin after a waiting period of [NUMBER] days from your start date.
4.3 Paid Time Off: You will accrue [NUMBER]
[HOURS / DAYS] of paid time off per [PAY PERIOD / YEAR], in accordance with the Company's PTO policy.
4.4 Holidays: You will be eligible for [NUMBER] paid holidays per calendar year as designated by the Company.
4.5 Plan Documents Control: The official plan documents govern all benefit plans, and the Company reserves the right to modify or terminate any benefit plan at any time.

5. WORK SCHEDULE AND REMOTE WORK
5.1 Standard Schedule: Your regular work schedule will be [DAYS AND HOURS], subject to change based on business needs.
5.2 Remote Work: [DESCRIBE REMOTE WORK ARRANGEMENT, IF ANY, INCLUDING NUMBER OF DAYS PER WEEK AND ANY EQUIPMENT OR STIPEND PROVISIONS].
5.3 Travel: You may be required to travel for business purposes as reasonably necessary to perform your duties.

6. CONFIDENTIALITY AND INTELLECTUAL PROPERTY
6.1 Confidential Information: You will be required to sign and comply with the Company's Confidentiality and Non-Disclosure Agreement, attached as Exhibit A, which prohibits the unauthorized use or disclosure of the Company's confidential and proprietary information.
6.2 Intellectual Property: You agree that all inventions, works, and materials created by you within the scope of your employment belong to the Company, and you will execute any documents necessary to assign such rights to the Company.
6.3 Return of Property: Upon termination of employment, you must return all Company property, documents, and confidential information in your possession.

7. NON-SOLICITATION AND NON-COMPETITION
7.1 Non-Solicitation: For a period of [NUMBER] months following termination of employment, you agree not to solicit the Company's employees, customers, or clients, as further described in the attached agreement.
7.2 Non-Competition: [IF APPLICABLE] For a period of [NUMBER] months following termination of employment and within [GEOGRAPHIC AREA], you agree not to engage in competing business activities, as further described in the attached agreement.
7.3 Reasonableness: You acknowledge that the restrictions in this Section are reasonable and necessary to protect the Company's legitimate business interests.

8. POLICIES AND WORK RULES
8.1 Company Handbook: You agree to comply with all Company policies, procedures, and work rules, including those set forth in the Company employee handbook, as amended from time to time.
8.2 Conduct: You agree to maintain professional conduct and to comply with all applicable laws and regulations in the performance of your duties.
8.3 Conflicts of Interest: You represent that you are not subject to any agreement or obligation that would conflict with your employment with the Company, and you agree to disclose any potential conflicts of interest.

9. AT-WILL EMPLOYMENT AND TERMINATION
9.1 At-Will Employment: [IF APPLICABLE] 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.
9.2 No Contract: Nothing in this letter or any Company policy creates a contract of employment for any specified duration, except as expressly stated in Section 2.2.
9.3 Termination Procedures: Upon termination, you will be paid all earned wages and accrued, unused paid time off in accordance with applicable law and Company policy.

10. DISPUTE RESOLUTION
10.1 Governing Law: This letter and your employment will be governed by the laws of the State of [STATE].
10.2 Arbitration: [IF APPLICABLE] Any dispute arising out of or relating to your employment will be resolved by binding arbitration in accordance with the rules of [ARBITRATION PROVIDER], and you and the Company waive the right to a jury trial.
10.3 Venue: Any permitted court proceedings will be brought in the state or federal courts located in [COUNTY, STATE].

11. ACCEPTANCE AND SIGNATURES
11.1 Acceptance Deadline: This offer will remain open until [OFFER EXPIRATION DATE]. To accept, please sign and return this letter by that date.
11.2 Entire Agreement: This letter, together with the documents referenced in it, constitutes the entire agreement between you and the Company regarding your employment and supersedes all prior agreements and understandings.
11.3 Amendment: This letter may be amended only in a written document signed by both you and an authorized representative of the Company.
11.4 Severability: If any provision of this letter is held unenforceable, the remaining provisions will remain in full force and effect.
11.5 Acknowledgment: By signing below, you acknowledge that you have read, understood, and accept the terms of this offer of employment.

COMPANY:

[COMPANY NAME]

By: _______________________________________

Name: [AUTHORIZED SIGNATORY NAME]

Title: [AUTHORIZED SIGNATORY TITLE]

Date: [SIGNATURE DATE]

EMPLOYEE:

I accept the offer of employment described in this letter on the terms stated above.

Signature: _______________________________________

Printed Name: [CANDIDATE FULL NAME]

Date: [ACCEPTANCE DATE]

EXHIBIT A — CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

[ATTACH COMPANY CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT]

EXHIBIT B — ADDITIONAL AGREEMENTS

[ATTACH ANY ADDITIONAL AGREEMENTS, SUCH AS NON-SOLICITATION, NON-COMPETITION, OR ARBITRATION AGREEMENTS]
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