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Offer letter
[insert name]
[insert address line 1]
[insert address line 2]
[insert address line 3]
[insert address line 4]
[insert postcode]          [insert date]
Dear [insert name],
Offer of employment: [insert job title]
We are pleased to offer you the position of [insert job title] at [insert company name]. This letter sets out the main terms of your offer. Your full employment contract will follow shortly.
Your role
1. Job title: [insert job title]
1. Place of work: [insert place of work address]
1. Start date: [insert start date]
1. Working hours: [insert number of hours and days]
1. Lunch break: [insert 30 or 60 minutes], unpaid
Your pay
Your starting salary is [insert salary] a year. We pay this in arrears on the [insert date] of each month.
Probationary period
The first [insert number] months of your contract are a probationary period. This gives you and us time to check the role suits you. During this period:
1. the notice period is one week on either side
1. we do not pay contractual sick pay
What you need to do
You must confirm you accept this offer by [insert method: email, post or phone call] by [insert reply-by date]. Contact [insert name] on [insert email or phone number] if you have any questions.
We are delighted to offer you this role. We look forward to welcoming you to [insert company name].
Yours sincerely,
[insert name]
[insert role title]
[insert 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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