[Date]





[Employee�s name]


[Employee�s address]





Re: Letter of Confirmation of Employment





To: [name of new employee]





	This letter is to confirm our offer to you of a position with our company as [position]. The employment is to commence on [date].





	Your starting salary will be [salary] per month. The following fringe and other benefits are provided in connection with your employment:





[list fringe benefits such as insurance, vacation, etc.]





	This employment may be terminated by us without cause on two weeks notice. Your hours of employment are [state normal working hours]. You may be required to work additional hours for which you will be paid at the overtime rate of pay. The overtime rate of pay is [overtime pay] per hour. All overtime must be approved in advance by your supervisor. 





	Your normal lunch hour will be from [o�clock] p.m. to [o�clock] p.m. Your primary duties include the below listed duties. Other duties may be assigned to you by your supervisor. 





[list primary duties]





	By accepting employment, you agree not to disclose any confidential information regarding this company, any persons employed by this company, or our customers that you may learn in the course of your employment to anyone outside of this company during and after your term of employment.





	If you accept the employment subject to the above terms, please sign one copy of this letter and return to our offices not later than [date].





[signed by director/ personnel manager/ partner or 


other officer of the Employer]








I hereby agree to the terms of my employment set forth above.





Date:                            





[signed by the new employee]





