
Employment Contract Offer 

Date: [Insert Date] 

[Employee's Name] 

[Employee's Address] 

Dear [Employee's Name], 

We are pleased to offer you the position of [Job Title] with [Company Name] on a remote work 

basis. Below are the terms and conditions of your employment: 

Position 

Your role will be [Job Title] and your responsibilities will include [list key responsibilities]. 

Start Date 

Your expected start date will be [Start Date]. 

Compensation 

You will receive a salary of [Salary Amount] per [hour/month/year]. Payments will be made [bi-

weekly/monthly]. 

Work Hours 

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

this is a remote position, you have flexibility in your work hours. 

Benefits 

You will be entitled to [list benefits such as health insurance, paid time off, etc.]. 

Confidentiality and Agreement 

As an employee of [Company Name], you will be required to sign a confidentiality agreement 

and adhere to company policies and procedures. 

Please indicate your acceptance of this offer by signing and returning this letter by [Response 

Deadline]. We are excited to have you join our team and contribute to our success. 



Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[Contact Information] 

Accepted by: 

[Employee's Name] _______________________ Date: ________________ 


