Date

Candidate Name & Surname

Dear Candidate Name,

LETTER OF OFFER
We have great pleasure in offering you the position of Position in Bold from Date.  

1. Place of work

You will be based at our offices at 
You could be required to work elsewhere, depending on business requirements.
2. Hours of work

Your working hours will be from        to             , Monday to Friday, with a 60 minute break for lunch.  However, these hours will be subject to the demands of the business and may be altered with your consent.
3. Total remuneration package
Your remuneration will be based on a total cost to company package, of which you will be responsible for your own medical and pension/provident fund administration.  
This will allow some flexibility in determining your own level of contributions to retirement and medical funding.  Your total remuneration package, expressed in the terms of total cost to Co. Name, is R       per month.
On this structure, your net earnings may fluctuate from time to time, depending on the tax laws.

You will receive your remuneration by electronic funds transfer to your bank account between the 25th and the end of the month.  Please note that we will deduct tax, UIF and any other items, as applicable.
4. Leave
You will be entitled to 15 working days’ annual leave per annum.  Annual leave will be granted in accordance with the BCEA.

This offer is pending the outcome that all checks are clear such as References, ID verification, qualification, criminal and credit checks.  Should there be any adversities on your checks we reserve the right to withdraw this letter of offer.  

Please confirm your acceptance of this offer of employment by close of business on date   failing which we will assume that you have decided to explore alternative employment opportunities elsewhere.
Should you accept this offer kindly sign below, you will receive your formal letter of appointment on/before your first day of employment with us.

Yours sincerely,
-----------------------

Name & Surname

Position

----------------------------------------------------------------------------------------------------------------------------

I_________________________ hereby accept the employment and the above-mentioned terms and conditions. 
Signed at_____________________ on this________ day of _________20__.

Signature_________________ 

Witness____________________    

