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CATAPULT HR TEMPLATE
Offer Letter Template
[Customize the bracketed material]

HOW TO USE THIS TEMPLATE
1. Replace your logo in the letterhead and every highlighted field, including the ones that repeat.
2. Choose one option where a field offers several, then delete the rest.
3. Delete any paragraph marked optional if it does not apply to the role.
4. Check the employment terms against the law of the state of employment before sending.

BEFORE YOU SEND
· Confirm the pay rate, pay frequency, payment method, and exempt or non-exempt classification.
· The footnotes at the end of the letter cover North Carolina and South Carolina. (Delete these before implementing this template.) If this candidate will work in another state, confirm that state’s notification requirements are met. 
· Attach the I-9 List of Acceptable Documents referenced in the letter.
· Have the hiring manager and HR both review the final letter.

QUESTIONS ON THIS TEMPLATE
Your Catapult HR advisor can review the completed document before it goes out. Reach us at info@letscatapult.org or (866) 440-0302.


[Drop logo here]
[COMPANY LETTERHEAD]

[Date]
Dear [Prospective Employee’s Name]:
This letter is to confirm our offer to you of a position at [Company Name] as [Job Title] in [Department Name]. In this [full-time/part-time], [non-exempt/exempt] position, you will be reporting directly to [Supervisor]. As of now, your anticipated start date is (Day of Week, Month, Date, Year).
We are offering you a [base salary/hourly rate] of $[X,XXX] per [bi-weekly/weekly/semi-monthly/monthly] pay period, which on an annualized basis is approximately $[Yearly Pay]. Our current payroll schedule issues paychecks on [the 15th and last day of each calendar month/every other Friday]. [Direct deposit is required/Checks are (mailed to your home address /distributed by your supervisor / available for pick up in the finance office.)*]
OPTIONAL — DELETE IF NOT APPLICABLE
[You are eligible for participation in the [Company Name] annual incentive plan, per our Company policy. The targeted annual bonus for this position [is [$X,XXX] ([X percent] of base salary)]. The bonus is payable as long as you are employed through the end of the calendar year on which the bonus is based. This bonus plan is subject to change at any time.]
You are also entitled to participate in [group medical and dental insurance, group life insurance, a 401(k) plan, etc.]. [Company Name] will also supply you with necessary equipment [vehicle, laptop, cell phone] for use on company business.
You are eligible for [X hours, days, weeks] paid time off (PTO).
OPTIONAL — DELETE IF NOT APPLICABLE
[Employment with [Company Name] is contingent on successfully passing all of our pre-employment screening, including but not limited to a drug test and criminal background check.]
[You are required to sign a non-disclosure/non-compete/non-solicitation agreement as a condition of employment.]
Please be aware that employment with [Company name] is voluntarily entered into by you and you are free to resign at will at any time. Similarly, [Company name] may terminate your employment relationship at will at any time, in accordance with all applicable employment laws and regulations. This letter is not an employment agreement. No commitment to a minimum term of employment with [Company Name] is made or construed by this letter.
REVIEW FOR YOUR STATE
At-will employment is limited or not recognized in some states. Have this paragraph reviewed for the state of employment, adjust it as your counsel directs, and delete this note before sending.
On your first day of work, please bring proof of identity and a document establishing your eligibility to work in the United States (for example: birth certificate, unrestricted social security card, work visa, etc.). Please refer to the attached I-9 List of Acceptable Documents for the full list. This information must be provided to [Company Name] in accordance with the Immigration Reform and Control Act (IRCA) within three (3) business days of your employment.
Please let me know by [date] that you accept this offer by calling me at [telephone number] or sending me an email at [email address] and returning a signed copy of this offer letter.
We have great confidence in your ability to significantly contribute to the future success of [Company Name]. I look forward to working with you to build that success!
Sincerely,
[Name and title of company official]
ACCEPTED AND AGREED TO:

Signature of Applicant

Date

*NC law § 95-25.13 requires, at time of hire, written notification of promised wages, day and place of payment for all employees. Promised wages includes regular rate of pay, sick and vacation, PTO, non-discretionary bonuses, commissions, etc. Place is interpreted to also mean “method,” for example direct deposit.
SC law §41-10-30 requires the above listed information as well as, the normal hours of work (i.e., number or range of hours) per week, day, other, etc.) and deductions to be made from wages such as insurance deductions.
DISCLAIMER
This template is provided for general informational purposes only and does not constitute legal advice. Employment laws vary by state and change over time. At-will employment in particular is limited or not recognized in some states. Consult a qualified attorney or HR advisor before using or relying on this content.
