[Company name]
[Company address]

[Date]

[Candidate name]
[Candidate address]

Subject: Offer of employment as [Job title]

Dear [Candidate first name],

We are pleased to offer you the position of [Job title] in the [Department] team at [Company name]. You will report to [Manager name], [Manager title], and work from [Work location].

The main terms of this offer are:
•	Start date: [Joining date]
•	Annual cost to company (CTC): ₹[Annual CTC], with the breakup in Annexure A
•	Probation: [Probation period] from your start date
•	Notice period: [Notice period] after confirmation
•	Working days and hours: [Working days and hours]

This offer depends on satisfactory reference and background checks. Please bring the originals and a copy of these documents on your first day:
•	PAN card and Aadhaar
•	Educational certificates
•	Relieving letter and last three payslips from your previous employer
•	Bank account details for your salary

Your appointment letter, with the full terms of your employment, will be issued when you join.

Please confirm your acceptance by signing and returning a copy of this letter by [Offer valid until]. After that date, the offer lapses.

We look forward to welcoming you.

Yours sincerely,

[Signatory name]
[Signatory title]
[Company name]

Accepted by: ______________________   Date: ____________
[Candidate name]
