
Executive Suite Offer Letter 

Date: [Insert Date] 

[Executive's Name] 

[Executive's Address] 

[City, State, Zip Code] 

Dear [Executive's Name], 

We are pleased to extend to you an offer for the position of [Position Title] at [Company Name]. 

We believe your experience and leadership skills will be a great asset to our executive team. 

Your start date will be [Start Date], and you will report directly to [Supervisor's Name], 

[Supervisor's Title]. 

Offer Details: 

• Salary: [Salary Amount] 

• Bonus: [Bonus Structure] 

• Benefits: [List of Benefits] 

• Relocation Package: [Details if applicable] 

Additionally, you will have access to our executive suite facilities, including private office space, 

meeting rooms, and other amenities designed for our leadership team. 

Please sign and return this letter by [Response Deadline] to confirm your acceptance of this 

offer. We look forward to welcoming you to [Company Name]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Address] 

[Contact Information] 


