Appointment Letter
[Company Letterhead]
[Date]
[Candidate's Name]
[City, State, Zip Code]
Dear [Candidate's Name],
Subject: Appointment Letter for the Position of [Job Title]
We are pleased to offer you the position of [Job Title] at [Company Name]. We look forward to your contribution and to a productive working relationship.
1. Position Details
You have been appointed to the position of [Job Title] in the [Department Name] department. You will report to [Reporting Manager Name/Designation]. Your employment will take effect from [Start Date].
2. Payroll and Benefits
Your total annual compensation will be [Amount, figures and words], payable in line with the company's regular payment cycle. You will also be eligible for the following benefits:
1. [Medical Insurance]
1. Retirement Benefits [Provident Fund]
1. Performance Bonus/Incentives
1. Other benefits as per company policy
3. Work Schedule
Your regular working hours will be [Start Time] to [End Time], [Days of the Week, e.g. Monday to Friday]. You may occasionally be required to work beyond these hours based on business needs.
4. Terms and Conditions
Your employment is governed by the company's rules and policies, which may be revised from time to time. You are expected to maintain the highest standards of integrity, confidentiality, and professionalism throughout your employment. This position is on a [Probation/Contract/Permanent] basis. Where applicable, the probation period will last [X months], after which your performance will be reviewed.
Either party may end this employment by providing [X notice period] in writing, or payment in lieu of notice. You agree not to disclose confidential company information during or after your employment.
Welcome to [Company Name]. We are glad to have you on board. Please sign and return a copy of this letter to confirm your acceptance.
Yours sincerely,
[Authorized Signatory Name]
[Designation]
[Company Name]
Acknowledgment by Candidate
I, [Candidate's Full Name], accept the terms and conditions of this appointment as stated above.
Signature: ___________________
Date: ___________________
