[ Insert your company logo and address]
Dear ______, 

We are pleased to offer you the position of (title) at our Company. This position offers a bi-weekly salary of ($$$), which is the equivalent of ($$$) on an annual basis. As a full-time employee you are also entitled to the company benefits package discussed during your interview. Further details will be provided at the New Hire Orientation program, scheduled during your first week on the job. 

Your employment with our company is at will, which means that either you or the Company may terminate the relationship at any time. As previously discussed, (date) will be your first day of employment with us. Should you have any questions, feel free to contact (name) at (number). 

Kindly indicate your understanding and acceptance of our offer by signing below and returning a copy in the enclosed envelope. We look forward to seeing you on (date). 

Sincerely, 

Human Resources Representative
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