
Salary Agreement 

Date: [Insert Date] 

To: [Employee Name] 

Position: [Job Title] 

Company: [Company Name] 

Salary Agreement Details 

Dear [Employee Name], 

We are pleased to inform you that we are in the process of finalizing your job offer for the 

position of [Job Title] at [Company Name]. Before we proceed, we would like to confirm the 

terms of your salary as follows: 

• Base Salary: $[Amount] per [year/month/hour] 

• Payment Frequency: [e.g., Bi-weekly, Monthly] 

• Additional Benefits: [e.g., Health Insurance, Retirement Plans, Bonuses] 

Please review these terms, and let us know if you have any questions or require further 

clarification. We look forward to welcoming you to our team! 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


