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Offer Email Template: Enthusiastic Offer

Subject: Exciting News: Your Offer to Join Our Team!

Hi [Candidate's Name],

I hope this message finds you well. I'm thrilled to extend an offer for you to join our team

at [Company Name] as a [Job Title]. We were all very impressed with your skills and

enthusiasm during the interview process.

Here are the details of the offer:

Position: [Job Title]

Start Date: [Proposed Start Date]

Salary: [Salary Details]

Benefits: [Brief Overview of Benefits]

We're excited about the possibility of you bringing your talents to our team. We believe

you will make a great addition and look forward to seeing the impact you will have.

Please let us know if you have any questions or need further clarification on any aspect of

the offer. We are here to help and support you through this transition.

Looking forward to welcoming you aboard!

Best regards,

[Your Full Name]

[Your Job Title]

[Company Name]

[Contact Information]

Contingent Offer Email Template

Subject: Contingent Job Offer - [Job Title] at [Company Name]

Dear [Candidate Name],

We are pleased to offer you the position of [Job Title] at [Company Name]! We were very

impressed with you during the interview process and believe you would be a great

addition to our team.

This offer is contingent upon the successful completion of the following:

Background check

Reference checks

[Other conditions, if applicable. Be specific!]

The details of the offer are as follows:

Job Title: [Job Title]

Department: [Department]

Reporting to: [Hiring Manager Name]

Start Date: [Start Date]

Compensation: [Salary] per [Year/Month/etc.]

Benefits: [ Briefly mention benefits, e.g., health insurance, paid time off. Link to a

detailed benefits document.]

Location: [Office Location]

Please review the attached offer letter for complete details, including the terms and

conditions of your employment.

To accept this contingent offer, please sign and return the offer letter by [Date].

We understand that you may have questions. Please don't hesitate to reach out to me at

[Your Phone Number] or reply to this email. We're happy to clarify anything.

We are excited about the possibility of you joining [Company Name]!

Sincerely,

[Your Name] [Your Title] [Company Name]

Offer Email Template: Requesting Acceptance by a
Deadline

Subject: Exciting News: Your Offer with [Company Name]!

Hi [Candidate's Name],

We are thrilled to offer you the position of [Job Title] at [Company Name]. We believe your

skills and experience will be a great addition to our team.

To secure your spot, please confirm your acceptance by [Deadline Date]. If you have any

questions or need more information, feel free to reach out.

Position: [Job Title]

Start Date: [Proposed Start Date]

Salary: [Salary Details]

Benefits: [Brief Overview of Benefits]

We are excited about the possibility of you joining us and contributing to our success.

Looking forward to hearing from you soon!

Best regards,

[Your Full Name]

[Your Job Title]


