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Sample Offer Letter
The below is a sample offer letter that you can customize when hiring a new employee. The items in blue are those most typically adjusted to reflect your offer and benefits provided. Be sure to also adjust the letter to reflect state-specific employment practices and for regulatory/compliance requirements that apply to your firm.






June 21, 20XX

Dear Marta, 

It is my pleasure to offer you the position of Administrative Assistant with FIRM NAME. Your anticipated start date will be October 15, 20XX, which may be altered if mutually agreed to upon acceptance of this offer.

1) Employment Status & Requirements: The position is for an hourly, nonexempt employee. Your employment will be “at will,” and it is understood that FIRM NAME and you are free to terminate your employment relationship at any time. You will be required to provide I-9 and related work-eligibility documents. For regulatory and compliance purposes, you may be required to complete reporting on your personal investment accounts. Further, you will be required to submit to the local authority for fingerprinting.  

2) Position Summary: The Administrative Assistant maintains primary responsibility for creating a positive experience for all those contacting the firm, in person or virtually; providing exceptional administrative support for the CEO and adviser team; and addressing filing, technology needs, client meetings and other administrative duties. Full details are provided in the attached job description.

3) Compensation: Your wage will be $22/hour and will be paid semimonthly in accordance with the company's payroll policy. Compensation beyond base wage is based upon individual and firm performance, as outlined below.
· Performance Bonus: You will be eligible to receive a bonus of up to 10% of your base hourly wage. This bonus is based on your individual performance, which is measured against objective and subjective criteria that we will review together once you have joined our firm.
· Company Profitability Bonus: You will be eligible to receive a discretionary company bonus based on the annual performance of the firm. 

4) Employment Benefits: Subject to eligibility and other terms, and in addition to your compensation, you may participate in the benefits outlined below and in other employee-benefit plans offered by FIRM NAME for full-time, exempt employees. Your eligibility for coverage under our employee-benefit plans becomes effective on the first day of the month following your first day of employment with our firm.




· Paid Time Off (PTO): Your PTO will be 20 days, prorated based on your start date.
· <<Insert any additional benefits provided here (i.e., health insurance, 401k, profit sharing, HSA/FSA)>>

This offer of employment is contingent upon satisfactory reference checks, a background check and your execution of an Employee Noncompete Agreement. This offer of employment will remain open for a period of 10 days from the date of this offer letter 

We are excited to offer you this invitation to join our team at FIRM NAME, and we look forward to a mutually beneficial, long-term relationship. Please sign below to acknowledge that you have read, understood and agreed to the terms of this offer and that you understand this is a condition of your employment with us.

Sincerely,


Adviser Name


ACCEPTED AND AGREED: 


________________________________            ____________________
Candidate Name		Date 


© Educe Inc. | Limitless Advisor
Limitless materials may not be reproduced, used, or sold in whole or in part, in any manner, without written consent or license for use by Educe, Inc.
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