[Company name]
[Company Address]
[Date today]

Dear [Recipient's name]:

We are pleased to confirm you being employed by our firm in the capacity of [position]. Your starting date of employment will be on [Date]. Your salary shall be [$] per [month / annual]. You will also be covered by the standard group benefit plans and fringe benefits explained to you. For the first year vacation time shall be pro-rated, so you will be entitled to [Number of Day] days vacation for this year.
If you agree, this letter sets for our understanding, please sign the enclosed copy and return for our files. We look forward to your joining the company.
Very truly,
[Sign here]

[Your name, title]

[Company name]
Enclosed
