Running head: HIRE ACCEPTANCE LETTER                                                                             1

HIRE ACCEPTANCE LETTER                                                                                                     4

                                                                                                             




HIRE ACCEPTANCE
		
Name:
Tutor:
Institution


                                                                                        








[bookmark: _GoBack]                      
                                                                                                                            H-TECH ENTERPRISES,
                                                                                                                             (646) 389.666
TO:
Joe Johnson
Dear Joe,
Re: HIRE ACCEPTANCE
I am the Hiring Manager for H-Tech Enterprises and would like to let you know that I am pleased to extend an offer of employment on behalf of the company. Prior to the development of this offer, we got engaged in a discussion after which we resolved to consider welcoming you aboard in a full- time job as an open Maintenance Technician/Janitor. Upon taking up the task, you will be required to report to John Williams, who is the owner and Chief Executive officer of H-Tech Enterprises. In the case that you accept our offer, our anticipation is that you will start working on Monday of the 3rd day of June 2018. Working hours in a day sum up to 7 ½ (Seven and a half) running from 8.00am to 5.00 pm. There is a 30 (thirty) minutes tea break running from 10.30 am to 11.00 am and a 1 (one) hour lunch break running from 1.00pm to 2.00 pm. We look forward to welcoming and working with you. The routines runs throughout Monday to Friday. You will be entitled to time offs of 3 (three) working days in a week quarterly and an annual leave of 21 (twenty one) working days. It is important to note that the right to annual leave is attained upon completion of 12 (twelve) months successful working for the organization. The salary set for this job amounts to $45,000 and it shall be paid monthly. 
Benefits summary
As long as you are a regular employee working on a full-time basis in that you work for 30 or more hours in a week, you are eligible to the entitlement of benefits that all other staff members get. This is effective 30 (thirty) days preceding the first day of employment. The said benefits include:-
a) Life and health insurance
b) $ 500,000 upon retirement
c) Others benefits that shall be discussed during orientation to the job and organization.
TAKE NOTE that there are a number of conditions attached to this employment as provided in an appendix to this letter. The conditions apply to all employees of the company in the same way as they apply to you.
You are at liberty to contact Mr. Johnson or me in case of need for any clarifications that you may have as regards to this offer. This includes the benefits package, and/or any of the terms and conditions of this employment. All other prior oral representations in relation to this employment are subject to the terms that this offer contains.
An official acknowledgement of the acceptance of this offer shall be demonstrated through signing and dating the letter. The signed and dated document should then be returned to me through mail on or before the 27th day of May 2018. 
We are thrilled to have you join our organization. Be sure that our companies strives to create a working environment that is conducive for its employees with an objective of promoting innovation and provision high-quality products and services. Following our interactions with you to this end, we are convicted that you shall make substantial contributions to H-Tech Enterprises that will go a long way in facilitating achievement of our goals.
Yours Sincerely,
____________________
Tom Edwards
Hiring Manager
H-Tech Enterprises
(646) 389.666
Attachment: Terms of employment and handbook for H-Tech Enterprises.
I hereby accept the terms of this offer.
Signature: ____________________________________
Date: ________________________________________
Name: ______________________________________________________________


