Letter of Hire Template

[Date]

[Employee Name]
[Employee Address]
[City, Province, Postal Code]

Dear [Employee Name],

We are pleased to offer you the position of [Job Title] at [Company Name]. Below are the details of your employment:

Job Title: [Job Title]

Start Date: [Start Date]

Work Schedule: [Full-time/Part-time], [Number of Hours] hours per week [Days of the Week and Working Hours]

Salary: $[Amount] per [Hour/Year], paid [Weekly/Bi-Weekly/Monthly]

Benefits: [List of Benefits (e.g., health insurance, dental coverage, vacation days)]
[Any additional benefits]

Job Responsibilities: You will be responsible for [Brief Description of Job Duties and Responsibilities].

Probation Period: Your employment will start with a [Number of Months] month probation period. During this time, we will assess your performance.

Employment Conditions: Your employment with [Company Name] is [Full-time/Part-time], and it is [Permanent/Temporary].
[Include any specific conditions like background checks, reference checks, Proserve certification etc.]

Please sign below to confirm your acceptance of this job offer. Return a copy of this letter to us by [Date].

If you have any questions, feel free to contact me at [Your Phone Number] or [Your Email Address].

We look forward to working with you.

Sincerely,
[Your Name]
[Your Title]
[Company Name]

Acceptance of Job Offer

I, [Employee Name], accept the position of [Job Title] at [Company Name]. I agree to the terms and conditions outlined in this letter.

Signature: ______________________
Date: ______________________


