OFFER LETTER SAMPLE
(DATE)

(NAME)

(STREET ADDRESS)

(CITY, ST, ZIP)

Dear (Name)
We are pleased to confirm your acceptance of the position of (Job Title) for (Parish Name), at an annual salary of ($XX,XXX) if annualized.  We look forward to you joining us on (Date).  Please report directly to the (Appropriate) Office at (Time) for the new employee orientation.

According to the Immigration and Control Act of 1986, you will be required to provide documentation to establish your eligibility to be legally entitled to work in the United States.  A list of acceptable forms of identification is enclosed.

According to the policy of (Parish Name), all employees are required to have clearances for criminal and child abuse checks.  These forms must be submitted to (Appropriate Office) within 30 days of your start date.

If you have any questions or concerns, please contact me at (Phone Number).
Congratulations and welcome to (Parish Name).

Sincerely

(Hiring Manager)

