SAMPLE DRAFT - for general reference only. Get it reviewed by a qualified professional / advocate before use. Applicable law, stamp duty and registration requirements vary by state and facts.
OFFER OF EMPLOYMENT
Date: [date]
Dear [Candidate name],
We are pleased to offer you the position of [designation] in the [department] at [Company name], on the following terms.
1. Joining. You are requested to join on or before [date] at [location].
2. Compensation. Your annual cost to company (CTC) is Rs. [amount], with the break-up in Annexure A. Statutory deductions such as PF, ESI (if applicable), professional tax and TDS will apply as per law.
3. Probation. You will be on probation for [3/6] months, extendable by written notice.
4. Documents. This offer is subject to satisfactory verification of identity, educational and previous-employment documents.
5. Reporting. You will report to [manager name / designation].
6. Acceptance. Please sign and return a copy of this letter by [date] to confirm acceptance. A detailed appointment letter will follow on joining.

	For [Company name]
	Accepted by candidate

	Signature: ____________
	Signature: ____________

	Name / Date: ____________
	Name / Date: ____________


Placeholders in [square brackets] must be replaced. Remove this note only after professional review.




