APPOINTMENT LETTER TEMPLATE


[DATE]

Dear [RECIPIENT NAME],

I am pleased to inform you that you have been appointed as the new [DESIGNATION] at [YOUR COMPANY NAME] beginning on [JOINING DATE]. You are expected to report to the office between Monday to Friday during the office hours [START TIME] to [END TIME]. Please note that for security purposes, you will be asked for a valid ID on your first day.

Attached is the company’s proposed terms and conditions regarding your appointment.  Should the proposed terms and conditions be acceptable to you, and therefore you are willing to take this appointment, please sign the copies of this letter, as well as the appointment agreement. 

If, however, there is anything listed in this offer that you are not clear about, or want to discuss, please feel free to contact me via phone [YOUR PHONE NUMBER] or email me at  [YOUR EMAIL ID] so that we can discuss the matter properly.

Please return all the necessary documents to the Human Resources Department by [DATE 1]. 

 We are looking forward to working with you.

Regards,


[YOUR SIGNATURE]


[YOUR NAME]
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