Private and confidential · ${_Place_of_signing:place:text_}, ${_Document_date:today:date_}
${_Company_name:company_name:text_}${_Company_address:company_address:text_}
${_Employee's_full_name:employee_name:text_}${_Employee's_address_}
[bookmark: _Toc0]Offer of employment
Dear ${_Employee's_full_name:employee_name:text_},
Following your application and our recent conversations, we are delighted to offer you the position of ${_Job_title:job_title:text_} with ${_Company_name:company_name:text_}, based at ${_Place_of_work:workplace:text_}. The main terms we are offering are set out below.
[bookmark: _Toc1]Summary of the offer
	Position
	${_Job_title:job_title:text_}

	Place of work
	${_Place_of_work:workplace:text_}

	Type of contract
	${_Type_of_contract::dropdown('permanent', 'fixed-term')_}

	Proposed start date
	${_Start_date::date_}

	Salary or wage
	${_Salary_or_wage_} ${_Currency:currency:text_} per ${_Pay_period::dropdown('year', 'month', 'hour', 'day')_}, before tax and National Insurance

	Hours of work
	${_Working_hours::dropdown('40 hours a week', '37.5 hours a week', '35 hours a week', '20 hours a week')_}

	Paid holiday
	${_Paid_holiday::dropdown('28 days', '30 days', '33 days')_} a year, including bank and public holidays

	Probationary period
	${_Probation_length::dropdown('3 months', '6 months', '1 month')_}



[bookmark: _Toc2]Conditions and status of this offer
This offer is conditional on evidence of your right to work in the United Kingdom, which we must check before you start, on satisfactory references and on any other check for the role that we have told you about. If a condition is not met, we may withdraw the offer.
This letter is not a contract of employment. Your contract, which includes the written statement of employment particulars required by the Employment Rights Act 1996, sets out the full terms and will be given to you on or before your first day. If anything here differs from it, the contract prevails.
	[bookmark: _Toc3]Accepting the offer
Please confirm your acceptance by signing and returning this letter, or by replying to the e-mail it came with, by ${_Reply_by::date_}. If we have not heard from you by then, the offer will lapse.
We very much look forward to welcoming you to the team.
Yours sincerely,

	${_Signing_on_behalf_of_the_company:company_representative:text_}
............................................
For and on behalf of ${_Company_name:company_name:text_}
	${_Employee's_full_name:employee_name:text_}
............................................
I accept this offer on the terms and subject to the conditions set out above
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