
Employment Contract Terms Discussion 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Company: [Company Name] 

Dear [Employee's Name], 

We are writing to discuss the terms of your employment contract with [Company Name]. It's 

important that both parties have a clear understanding of the conditions of your employment. 

Below are the key terms we propose: 

• Start Date: [Insert Start Date] 

• Salary: [Insert Salary Amount] 

• Benefits: [Detail any benefits] 

• Working Hours: [Insert Working Hours] 

• Job Responsibilities: [Briefly outline responsibilities] 

• Notice Period: [Insert Notice Period] 

We invite you to review these terms and share your thoughts. We hope to schedule a meeting to 

discuss any questions or adjustments you may have. 

Thank you for your attention. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


