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[Date]

[Candidate Name]

Dear [Name]:

Congratulations! We value your qualifications and hope to leverage them in assisting us with furthering our strategic goals by extending an offer of employment for the position of [Position Title] in the [Department Name] Department. 

Details:
· Proposed Starting Date: [Date][Time]
· If this date is not acceptable, please contact me immediately
· Proposed Starting Salary: [$$.$$] – Range [Number], Step [Number]
· FLSA Status: [Exempt] [Non-Exempt]
· Position covered under: [Collective Bargaining Unit Information] See Labor Agreement
· Probationary Period: [X] days
· Reporting Supervisor: [Name] [Title]

Specific information will be provided during the on-boarding process (or you may click the links below):
· Work Hours
· Benefits
· Ohio Ethics Law
· [bookmark: _GoBack]Employee Handbook

Please report to [Name of person to see on start date], at [Working location], for your first day. 

This offer is contingent upon your successful completion of a comprehensive criminal/background investigation, Credit check (if applicable), drug screen, and a pre-employment medical examination. Click the link for the medical form. YOU ARE RESPONSIBLE FOR SCHEDULING AND COMPLETING THESE ASSESSMENTS at least 96 business hours prior to your starting date.

Please sign this letter and return it to me by [Specific Date] to indicate your acceptance of this offer through e-mail, mail, or in-person delivery. 

We are confident you will be able to make a significant contribution to the success of our [Division/Department] and look forward to having you be a part of the team!

Respectfully, 

[Supervisor’s Name]
[Title]
[Phone Number]
[E-Mail Address]

I accept the offer as outlined above

Name____________________________________			Date_____________________

I decline the offer as outlined above

Name____________________________________			Date_____________________
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