
Work Agreement Draft 

Date: [Insert Date] 

Employee Name: [Insert Employee Name] 

Employee Address: [Insert Employee Address] 

Dear [Employee Name], 

This letter serves as a work agreement draft outlining the terms and conditions of your 

employment with [Company Name]. Please review the details below: 

1. Position 

Your job title will be [Job Title]. You will report to [Supervisor Name]. 

2. Employment Type 

This is a [full-time/part-time/temporary] position. 

3. Salary 

Your starting salary will be [Insert Salary] per [hour/year]. 

4. Working Hours 

Your regular working hours will be from [Start Time] to [End Time], [Days of the Week]. 

5. Benefits 

You will be eligible for [health insurance, retirement plan, paid time off, etc.], according to 

company policies. 

6. Confidentiality 

You agree to maintain confidentiality regarding company information during and after your 

employment. 

7. Termination 

This agreement can be terminated by either party with [Insert Notice Period] notice. 



Please review this draft and provide any feedback or acceptance by [Insert Due Date]. 

Thank you, 

[Your Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


