
OFFER LETTER*
(Insert current date)
(Insert candidate’s address)
Dear (insert candidate’s name):
This letter will confirm in writing our offer of employment to you.  

We are pleased to offer you employment with the (insert name of Diocese location) as the (insert position title) at a weekly base salary of (insert salary).  Annualized, this will be $___________.

Your performance will be reviewed (length of time) from your starting date.  Any salary action at that time will be contingent upon the outcome of that review.

As an employee of the (insert name of Diocese location), you will have the option of obtaining individual and dependent medical coverage, long-term disability insurance and additional group life insurance.  You will be come eligible for this coverage on (insert date). In addition, you will become eligible for our retirement plan three years after your starting date.  Naturally, you may participate in the other aspects of our benefits package as appropriate.  Please don’t hesitate to ask any questions which may come to mind. 

At the time you completed your employment application you also completed a release for us to have a background check conducted on yourself by Mind Your Business, Inc.  This offer of employment is contingent upon a successful outcome to that check.

As we discussed, the (insert name of Diocese location) is a dynamic organization servicing the Catholic population of (insert town or area).  We are pleased to extend to you this offer of employment.  Please call me at (telephone number) to confirm your decision and to discuss your starting date.

Cordially,

Name

Title

Your signature on the line below will indicate your acceptance of the terms and conditions of the above-stated employment offer. Please send this letter to me at the above address:

_______________________________________
_________________________

Signature





date
*Letter should be edited to match benefits and policy at your specific location.
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