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Formal Job Offer / Hiring Contract Form
Note: This document has been developed to be adapted to the particular situation of each business. The suggested content can be removed or replaced
(INSERT Name and address of candidate to be hired)

(INSERT Date)

Dear Mr. /Mrs. /Ms. (INSERT Name);

We are pleased to make you a formal job offer for the position of (INSERT job title) at (INSERT name of business). You will find the following information, which is part of your “Hiring Contract”, in the attached documents.

· The work schedule and responsibilities of the position in the “Job Description”

· The policy for the probationary period

· The salary and benefits that you have been offered
(Optional) This offer is conditional on your ability to satisfy our medical requirements. We will make the necessary arrangements for a medical examination at a time convenient to you.

Should you accept our offer, you must present yourself for work on (INSERT date) at (INSERT hour) to begin your orientation and probationary period. The person who will receive you is (INSERT name of the person). If this date is not convenient for you, please advise us as soon as possible.

If you decide to accept our offer, please sign at the bottom of the page. This document must be returned to us no later than (INSERT date).

We are confident that you will contribute to the success of our business. We hope to have the pleasure of working with you very soon.

Sincerely,

Name of person representing business

Signed at (INSERT city), the ______, 20___.
I have read the information. I accept your job offer. I agree to respect the conditions as stated in the hiring contract.

Name of employee (please print)

X


Signature of employee
Salary and Benefits

(INSERT Name of candidate)
You will begin at (INSERT level) of the pay scale for your job title.

Your annual salary will be
(Annual salary)

or your hourly rate to start will be 
(Hourly rate)

Your first day of work will be 
(Date)

Your salary will be paid to your account
(Indicate frequency)

You will receive your first pay on 
(Date)
Paid Vacation and Statutory holidays
After completing one year of service, you will be eligible for (INSERT number of weeks) of paid vacation. As well, you are entitled to (INSERT e.g. seven) paid statutory holidays per year. Vacation and statutory holidays (CHOOSE – correspond to or surpass) the employment standards for (INSERT province)

Group Benefits (optional)

(Available the first of the month following completion of the probationary period)

	
	Cost sharing

	
	Employee
	Employer

	Life Insurance
	(%)
	(%)

	Accident Insurance
	(%)
	(%)

	Health Insurance
	(%)
	(%)

	Dental Insurance
	(%)
	(%)

	Short Term Disability (Sick Leave)
	(%)
	(%)

	Long Term Disability
	(%)
	(%)

	Group RRSP
	(%)
	(%)


Other benefits or fringe benefits (If offered in your business)  
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