[Company name]
[Registered address] · [Phone or email]
Ref: [Reference number]
Date: [Date of the offer]
[Candidate's full name]
[Address]
Subject: Offer of employment
Dear [First name],
We are pleased to offer you the position below at [Company name]. Please read the terms, then sign and return a copy by the date below to accept.
The offer
	Position
	[Designation], [Department]

	Reports to
	[Manager's name, designation]

	Place of work
	[Address of the workplace]

	Proposed date of joining
	[Date]

	Type of employment
	[Regular / Fixed-term, ending on (date)]

	Pay
	[Monthly total] a month ([annual total] a year):
basic [₹], [each allowance and its amount].
[If you state CTC: CTC [₹] a year, including employer PF of [₹].]

	Variable pay or bonus
	[None / How it is worked out, and when it is paid]

	PF, ESI and benefits
	[Whether PF and ESI apply; any insurance or other benefit]

	Probation
	[Length]

	Notice period
	[Days] during probation, [days] after confirmation

	Conditions
	[Documents to bring; any background or reference check]

	Offer valid until
	[Date]



Your letter of appointment, with the full terms of your employment, will be issued on or before your date of joining.
This offer lapses if it is not accepted by the date above.
With best wishes,
[Name of the signatory]
[Designation], for [Company name]
Acceptance
I accept this offer on the terms above and will join on the date agreed.
Candidate's signature: ______________________________
Name: ______________________________
Date: ______________________________
