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Sample Job Offer Letter
February 16, 2011

Mr. Green Grass

10000 Garden Lane

Garden Grove, CA  99999

Dear Green:

It gives me great pleasure for me to offer you the position of Account Manager for Harvester Landscape Services Inc.  

You will receive an annual salary of $________, which is paid semi-monthly. Your employment starting date will be _______________. This is a full-time exempt position and as a middle management position is not eligible for overtime. 

In addition to the compensation described above, you will be eligible to receive the following: 

· Automobile Allowance of $400 per month, & a gasoline card

· Laptop Computer and Mobile Telephone/Palm Treo PDA

· Simple IRA with matching funds of up to 3% of salary

· Medical Insurance 

· Accrual of up to two weeks of vacation per year

As an Account Manager your bonus will be based on ____________ and will paid out annually, within a timeframe of 45 days from closing our year-end financial books and statements.    

Your employment is “at will” which therefore, we recognize that you retain the option, as does Harvester Landscape Services Inc., of ending your employment with us at any time, with or without notice and with or without cause. Neither our oral or written representations may be considered a contract of employment for any specific period of time.

Please speak to Betty Smith, Office Manager, regarding any administration and for setting up your payment and equipment.  In addition she will need evidence of auto insurance and a clean DMV printout before you can claim the monthly automobile allowance. Also please bring the needed documents to satisfy the I9 requirements.

We look forward to having you join Harvester Landscape Services, Inc. and become a member of our team.  Please do not hesitate to contact me if you have any questions about starting your employment with us.

Welcome aboard,

Harvester Bill 
(999) 123-4567
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