
BY HAND/EMAIL/POST
Name
PRIVATE & CONFIDENTIAL
ADDRESS

Date

Dear Name
Welcome! 

Further to your recent interview, we are delighted to offer you the position of position.

We would like your employment to start on date. 

OR 

We can arrange your first day once you have an end date from your current employment.

We are happy to offer you the following terms which will be detailed further in your contract of employment:

·  Terms


We enclose 2 copies of your contract of employment and our GDPR policy.  Please sign them both and bring one with you on first day. 

Our handbook will be available on your first day.

In accepting this offer, you accept that this offer does not create any contract between us until our receipt of two satisfactory references and you evidencing your right to work in the UK.  Please therefore ensure that you bring a copy of your passport or other evidence of your right to work in the UK on your first day.

In accepting the offer, you accept that should we withdraw this offer prior to your first day of employment, we are not required to provide you with any notice to do so in any event.

If you wish to accept this offer, please confirm by email to [address] before [deadline].  

Your line manager is name who will be delighted to meet you on your first day. Your induction will be conducted by name and we very much look forward to introducing you to the rest of the team.

I look forward to hearing from you, and I am very pleased at the prospect of you working with us and contributing to our future success.

Yours sincerely




