Offer Letter Format
Dear [Candidate's Name],
We, at [Company Name], are glad to offer you the role of [Position, e.g. Software Developer].
We hope to receive your services from [Starting Date]. You'll be joining us after [contingencies, e.g. background checks and testing, if applicable]. As [Position], you'll be responsible for [roles and responsibilities in brief], and you'll report to [Manager's Name]. Your role is a WFH role, and we'll need you available during [shift timings and working days].
We're offering a starting salary of [amount and payment duration], paid via [mode of payment, e.g. direct deposit or cheque]. Your first pay period will be on [Date]. [Company Name] also offers additional benefits, such as [PF, ESI, gratuity, and other benefits your organization offers]. Please confirm your acceptance of this offer by [Offer Expiration Date].
Regards,
[Your Signature]
[Your Printed Name]
[Your Job Title]
Candidate Signature: ______________________________
Candidate Printed Name: ______________________________
Date: ______________________________
