
Job Offer Letter 

Date: [Insert Date] 

[Candidate's Name] 

[Candidate's Address] 

[City, State, Zip Code] 

Dear [Candidate's Name], 

We are pleased to extend to you an enhanced offer for the position of [Job Title] at [Company 

Name]. After careful consideration, we believe that you will be a valuable addition to our team. 

Offer Details: 

• Position: [Job Title] 

• Salary: $[Salary Amount] per year 

• Bonus: Up to [Bonus Percentage]% based on performance 

• Benefits: [List of Benefits] 

• Start Date: [Proposed Start Date] 

Additionally, we are pleased to offer you a signing bonus of $[Signing Bonus Amount], payable 

within [Timeframe] of your start date. 

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

offer. We are excited about the possibility of you joining our team and contributing to our 

mission at [Company Name]. 

If you have any questions or need further clarification, feel free to reach out to me. 

Congratulations once again! 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 


