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Dear First_Name,
Offer of Employment
Further to your recent discussions, I am pleased to confirm our offer of employment with our company and the title of JOB DECRIPTION HERE. 
Your earnings will be SALARY OR HOURLY RATE.  Your employment with the company will begin on START DATE.

ANY SPECIFICS HERE (E.G. Bonus, car, mobile phone).
This offer is subject to receipt of satisfactory medical information on our Medical Questionnaire and satisfactory completion of a New Start Details Form, confirmation of your right to work in the United Kingdom and your acceptance of the terms set out in your contract of employment.  
Your employment is subject to the satisfactory completion of a probationary period of 3 months.  During the first month of your probationary period, either you or the company may terminate your employment without notice.  After one month’s service, and up to satisfactory completion of your probationary period, either party may terminate your employment by giving 2 weeks notice in writing.

I have supplied a Medical Questionnaire and New Start Details Form.  Please complete and return these forms to me, Richard McCombe.  
Please sign, date and return one copy of this letter to confirm your acceptance of this offer.  

You should arrive at 09.30 on your first day. Please bring your P45 with you, together with your passport or other documentation confirming your entitlement to work in the United Kingdom.

If you have any questions about this offer, please contact me as soon as possible.  Otherwise, I would be grateful if you would confirm your acceptance of this offer in writing as soon as possible.

On behalf of the company, I am pleased to welcome you and we look forward to a long and prosperous association between us.

Yours sincerely
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Richard McCombe
Managing Director
I, NAME_HERE, confirm acceptance of this offer.

Signed: 
_____________________________

Date:  

_____________________________
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