Offer Letter
An offer letter is the document by which an employer proposes engagement on stated terms, and which becomes binding once the candidate accepts it. It fixes role, remuneration, start date and the conditions the offer depends on, and it is the document a candidate relies on when resigning from their current job.
Offer Letter for Standard permanent role
The general case, covering a permanent full-time engagement with probation.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

[Candidate Name]
[Candidate Address]

Dear [Candidate Name],

Sub: Offer of employment as [Designation]

Following your discussions with us, we are pleased to offer you the position of [Designation] in the [Department] department at [Company Name], based at [Location] and reporting to [Reporting Manager Designation].

1. Commencement
Your employment will commence on [Start Date]. Please inform [HR Contact Name] at the earliest if you are unable to join on this date.

2. Remuneration
Your annual fixed compensation will be [Fixed Compensation Amount], payable monthly. In addition you will be eligible for [Variable Component Description], which is subject to [Basis of Variable Payment] and is not a guaranteed payment. A detailed breakup is set out in Annexure A.

3. Probation and confirmation
You will be on probation for [Probation Period] from your date of joining. Confirmation is subject to satisfactory performance, assessed against the objectives agreed with your reporting manager, and will be communicated in writing.

4. Notice period
During probation, either party may end this employment on [Probation Notice Period] written notice. After confirmation, the notice period will be [Confirmed Notice Period] on either side.

5. Conditions of this offer
This offer is conditional on:
a) submission of the documents listed in Annexure B;
b) satisfactory completion of background verification;
c) your producing evidence of release from your current employer.

If any condition is not met, this offer may be withdrawn.

6. Validity
Please confirm your acceptance by signing and returning a copy of this letter by [Acceptance Deadline]. This offer lapses if acceptance is not received by that date.

We look forward to working with you.

Yours sincerely,

[Signatory Name]
[Signatory Designation]
[Company Name]

Accepted:

Signature: ______________________
Name: [Candidate Name]
Date: [Date]

Offer Letter for Senior or leadership role
Where the package has several components, the risk is a single headline figure the candidate reads as guaranteed. This version separates them.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

[Candidate Name]
[Candidate Address]

Dear [Candidate Name],

Sub: Offer of employment as [Designation]

We are pleased to offer you the position of [Designation] at [Company Name], based at [Location] and reporting to [Reporting Line].

1. Commencement
Your employment will commence on [Start Date].

2. Compensation structure
a) Fixed annual compensation: [Fixed Compensation Amount], payable monthly.
b) Performance-linked pay: up to [Variable Percentage] of fixed compensation, determined by [Performance Measure] and payable [Payment Frequency]. This is a variable payment and is not guaranteed in whole or in part.
c) Long-term incentive: [LTI Description], subject to the terms of the [Plan Name] and to board approval. Grant is not automatic and confers no entitlement until made.
d) Retirement benefits and statutory contributions as set out in Annexure A.

The amounts at (b) and (c) are described here for completeness. Neither forms part of your fixed compensation.

3. Role and scope
Your responsibilities are summarised in Annexure C. [Company Name] may vary your duties, reporting line or location reasonably, consistent with your seniority.

4. Notice period
The notice period will be [Notice Period] on either side, subject to [Company Name] electing to pay in lieu.

5. Restrictive covenants
This offer is conditional on your executing the confidentiality and intellectual property agreement at Annexure D on or before your joining date.

6. Other conditions
This offer is conditional on satisfactory background verification, submission of the documents at Annexure B, and evidence of release from your current employer.

7. Validity
Please confirm acceptance by [Acceptance Deadline].

Yours sincerely,

[Signatory Name]
[Signatory Designation]
[Company Name]

Accepted:

Signature: ______________________
Name: [Candidate Name]
Date: [Date]

Offer Letter for Fixed-term engagement
Fixed term carries a statutory meaning and cannot be used to engage someone on inferior terms for the same work. This version states the period and what happens at the end of it.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

[Candidate Name]
[Candidate Address]

Dear [Candidate Name],

Sub: Offer of fixed term employment as [Designation]

We are pleased to offer you fixed term employment as [Designation] at [Company Name], based at [Location] and reporting to [Reporting Manager Designation].

1. Term
This engagement is for a fixed term commencing [Start Date] and ending [End Date]. It will end on the end date without further notice, unless extended in writing before that date.

2. Remuneration
Your fixed compensation will be [Fixed Compensation Amount] per [Period]. Your hours of work, wages, allowances and other benefits are not less than those of a permanent employee doing the same or similar work.

3. Nature of the engagement
This is a fixed term engagement and not a probationary or temporary arrangement. You will be eligible for the statutory benefits applicable to your engagement on the same basis as a permanent employee doing the same work.

4. Extension or conversion
[Company Name] is under no obligation to extend this term or to offer permanent employment at its expiry. Any extension will be recorded in writing before the end date.

5. Early termination
Either party may end this engagement before the end date on [Notice Period] written notice.

6. Conditions of this offer
This offer is conditional on submission of the documents at Annexure B and on satisfactory background verification.

7. Validity
Please confirm acceptance by [Acceptance Deadline].

Yours sincerely,

[Signatory Name]
[Signatory Designation]
[Company Name]

Accepted:

Signature: ______________________
Name: [Candidate Name]
Date: [Date]

Offer Letter for Internship
The point of an internship offer is to be clear that it is not employment and creates no expectation of a role afterwards.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

[Candidate Name]
[Candidate Address]

Dear [Candidate Name],

Sub: Offer of internship in [Department]

We are pleased to offer you an internship with [Company Name] in the [Department] department, based at [Location] and mentored by [Mentor Designation].

1. Period
The internship will run from [Start Date] to [End Date]. It will end on the end date without further notice.

2. Stipend
You will receive a stipend of [Stipend Amount] per [Period], payable [Payment Schedule]. The stipend is not wages and this internship does not create an employment relationship.

3. Scope
You will work on [Project or Function Description] under the guidance of your mentor. Working hours will be [Working Hours], and attendance is expected on the days agreed with your mentor.

4. Confidentiality and work product
You will keep confidential all information you access during the internship, and all work product created during it belongs to [Company Name].

5. No offer of employment
This internship carries no offer or expectation of employment at its conclusion. Any subsequent offer would be made separately and on its own terms.

6. Certificate
On satisfactory completion, [Company Name] will issue an internship completion certificate.

7. Early termination
Either party may end this internship on [Notice Period] written notice.

Please confirm acceptance by [Acceptance Deadline].

Yours sincerely,

[Signatory Name]
[Signatory Designation]
[Company Name]

Accepted:

Signature: ______________________
Name: [Candidate Name]
Date: [Date]

Offer Letter for Sales role with variable pay
Where a large share of the package is commission, the offer has to make the split unmistakable, and say what happens to commission on exit.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

[Candidate Name]
[Candidate Address]

Dear [Candidate Name],

Sub: Offer of employment as [Designation]

We are pleased to offer you the position of [Designation] at [Company Name], based at [Location], covering [Territory or Segment] and reporting to [Reporting Manager Designation].

1. Commencement
Your employment will commence on [Start Date].

2. Compensation
a) Fixed annual compensation: [Fixed Compensation Amount], payable monthly.
b) Target incentive: [Target Incentive Amount] per annum at [Target Achievement Percentage] achievement of your assigned target.

Your on-target earnings are therefore [On Target Earnings Amount]. The incentive at (b) is earned only against achievement and is not a guaranteed payment. Only the amount at (a) is fixed.

3. Incentive plan
Incentives are governed by the [Incentive Plan Name], a copy of which is enclosed. Targets are assigned [Target Assignment Frequency] and communicated in writing. [Company Name] may revise the plan prospectively.

4. Treatment on exit
Incentive is payable on deals recognised in line with the plan up to your last working day. Incentive on deals recognised after your last working day is governed by clause [Clause Reference] of the plan.

5. Guarantee period
[Optional: for the first [Guarantee Period] from your date of joining, incentive will be paid at [Guaranteed Percentage] of target irrespective of achievement.]

6. Notice period
The notice period will be [Notice Period] on either side.

7. Conditions of this offer
This offer is conditional on submission of the documents at Annexure B, satisfactory background verification, and evidence of release from your current employer.

Please confirm acceptance by [Acceptance Deadline].

Yours sincerely,

[Signatory Name]
[Signatory Designation]
[Company Name]

Accepted:

Signature: ______________________
Name: [Candidate Name]
Date: [Date]
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