
Job Offer Letter Extension 

Date: [Insert Date] 

Dear [Candidate's Name], 

We hope this message finds you well. We are writing to extend our job offer for the position of 

[Job Title] at [Company Name]. We believe you will be a valuable addition to our team and 

contribute significantly to our success. 

In our previous discussions, we touched on various aspects of the benefits package we offer. To 

provide you with further clarification, we would like to outline the specific benefits included 

with your employment: 

• Health Insurance: [Details about health insurance coverage] 

• Retirement Plan: [Details about retirement plans offered] 

• Paid Time Off: [Details about vacation, sick leave, etc.] 

• Professional Development: [Details about training and development opportunities] 

• Other Benefits: [Any additional benefits offered] 

We are excited about the possibility of you joining our team and hope this information clarifies 

any questions you may have had regarding the benefits package. Please do not hesitate to reach 

out if you have any further inquiries. 

We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


