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Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode								         [Date]



Dear [name]
This letter is a formal offer of a position at [company name] as [job title] at [place of work address]. 

Your starting date is [date] and your hours are [number of hours and days] with an unpaid [30/60-minute] lunch break.

The starting salary will be [£          ] per annum paid in arrears on the [date] of each month.

Your employment contract will follow shortly. 

The first [number] months of the contract are a probationary period to allow both you and us to be sure that the role is what you want and that you are suited to the position.  During this time, the notice period on either side will be one week and no contractual sick pay will be paid. 

I am very pleased to offer you employment with [company name] and I hope that you will accept the offer of employment and be very happy with us.

Please respond to this email/letter by [email/post/phone call] to confirm your interest in the role. 

Your sincerely,


Name
Role Title
Company




	
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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