

Employee Name
Street Address
City, ST ZIP Code
Dear Recipient Name:
The [HIRING AGENCY] has completed the interview process for the [TITLE] position and has selected you on [DATE] as the best candidate. The [HIRING AGENCY] is excited to extend you a tentative promotional offer.  This position will be located at [ADDRESS/FACILITY] as indicated on job posting [POSTING NUMBER] and your work hours will be [TIME] AM to [TIME] PM.   Pending all approvals, your starting salary will be [$] per hour. Once the [HIRING AGENCY] has received all approvals, [HIRING MANAGER] will contact you with a start date.  
We are excited for you to join our team.  If you have any questions prior to your start date, please call me at [PHONE NUMBER].  Once again, welcome to the [HIRING AGENCY].  
Please sign below to indicate acceptance or refusal of this offer and return to [HIRING MANGER] at [ADDRESS].  

Sincerely,

[HIRING MANAGER]


______________________________________________		______		______
Employee Signature				Date			Accept		Decline

