
EMPLOYMENT OFFER TEMPLATE

<Company Name / Logo>
Date

Private & Confidential

Name

Address

City, ON  Postal Code
Dear <Name>,

It is with pleasure that we confirm our offer of <full-time> employment with <Company Name> as <title>, effective <start date>.  Your starting salary will be < $$ >, minus statutory deductions.  You will be reporting to <Manager’s Name>, <Manager’s Title>.

Employment at <Company Name> is contingent on the acceptance of the following terms and conditions of employment.  These terms and conditions and other <Company Name> Human Resources policies may be updated and amended from time to time at the sole discretion of the Company.  You will be provided appropriate notification of any changes of policy that relate to or impact these terms and conditions of employment.

1. Salary – Salary is paid <bi-weekly>, every other <Friday> and may be via direct deposit if desired.  Salaries are reviewed annually as part of the performance review process and any increases are effective January 1.

2. Probationary Period – All employees are subject to a <3-month> probationary period.  If, during this period, your performance does not meet expectation, the probationary period may be extended by an additional month.  During the probationary period, either party may terminate the employment relationship without notice or pay in lieu of notice.
3. Benefits – Following the successful completion of your probationary period, you will be eligible to participate in the Company benefits plan.  This plan offers you and your dependants extended health, dental, prescription drugs coverage and life insurance at <no cost to you>.  You will also be entitled to long term disability, of which, the cost is borne by you.

4. Vacation – You will be entitled to <pro-rated vacation for current year> days paid vacation in your first year of employment, to be taken after successful completion of your probationary period.  You will be entitled to <2 weeks vacation the following year, 3 weeks vacation in your 2nd year of service, 4 weeks in your 9th year of service, and 5 weeks in you 19th year of service.>
5. Termination of Employment - After successful completion of your probationary period, in the event that your employment is terminated for reasons other than For Cause, <Company Name> will provide you notice, or pay in lieu of notice, equal to or in excess of the requirements of the Employment Standards Act of Ontario.

Should you decide to terminate your employment with <Company Name>, you are required to provide a minimum of <2 weeks> notice of your resignation.

<Employee’s Name>, we are excited to have you join the <Company Name> team.  We trust that this union will prove to be rewarding to you both personally and professionally.  If this offer is acceptable to you, please sign and date below and return to <Name> by <offer expiry date>. 
Best Regards,

<COMPANY NAME>
<Name>

<Title>

I hereby accept this offer of employment as <Title>.
Signature






Date
