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our Company's Name]
[straet Addrass]

[city, Stets 2ip Cod]
[Phone Number]

[ate]

[Recipient Name]
[straet Addrass]

[city, Stets 2p Cod]
[Phone Number]

Dear Nams of Recipient],

[Introduction—State the company's nam and sxtend tham a]ob. Give them detalssbout the
position and thai dapartment |

[Let them know what they et f they accept the Job.Trs would ncluds saary, benefs,
banusas, stocks, stz dantiy 2 start date.]

[Let them know by what dats they nsed to raspond tothe offerand whan thei hire date s ]
[Let them know o whom they will port and whom to call fany questions arse |

Sincaraty,

(ign nir forletters sent by msi or fox)

our Nams (orthe name of the parson who s doing the hiing]

[Miis~ ifzplicable]
Encloures
e
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Letter of Appointment
Date:
Name:
Address:
Dear (Name of the candidate),
Appointed as (Name of the designation)

We refer to your recent interview for the above position
and are pleased to inform that we are offering you the
position with our company effective from (Date) under
the following terms and conditions:

. Salary: The salary offered to the candidate during
the interview

. Probationary Period: The probationary period
need to be served by the candidate, after joining the
job

. Working Hours: The working hours to be followed
by the employee, Monday to Friday working,
(Saturday & Sunday Off), Lunch Break: (__)

. Leave Policy: Mention number of leaves granted
per year. Details of sick leave, earned leave, casual
leave, maternal leave, paternal leave, efc.

. Notice Period Clause: If the employee desire to
leave the company, he/she needs to serve the
notice period as per stated by the present company
in the appointment letter

(Name of the Employee)  (Name of the Provider of Appointment letter)

(Signature) (Signature)





