Employment Offer Letter 

Dear _____________(name) 

After a thorough review of your resume and references, I am happy to inform you that _____________________(Insert Company Name Here) is ready to offer you a position as a ________________ (Insert Job Title Here). There were many candidates who applied for this position, but we felt that you were the most qualified for the position. If you accept this offer, the company is ready to offer__________________ (Insert Compensation Package Here). 

Please contact me at the phone number below to confirm that you are still interested in this position and accept our offer. If we do not hear from you within 7 days from receipt of this letter, another candidate will be selected to fill the position. Congratulations and welcome to the team! 

Sincerely

