Print on County Council letter head
Date

Name

Address

City, State Zip

Dear                    :
On behalf of the {               }County Council, I am pleased to offer you the position of [position title] as follows:
· Starting pay rate of  [$          .00] per hour, for an annualized salary of [$          .00];
· Eligibility to participate in medical benefits provided through the Missouri Consolidated Health Plan (MCHCP); 
· Eligibility to participate in a retirement plan provided by the Nationwide Retirement Solutions (NRS);

· Annual paid time off including holidays, personal days, sick days, and vacation days;
· Eligible for annual increases as of mm/yy;
On or before your first day, please bring appropriate documentation for completing your new hire forms, including proof of eligibility to work in the United States (for I-9 purposes), which may include a valid driver’s license or ID card, social security card, United States passport or voter registration card. See http://www.uscis.gov/files/form/i-9.pdf  for a complete list of eligible documents.
All new full-time employees of this county council are subject to a probationary period. During this time the county council does not permit the use of accrued vacation. However, personal days and/or sick days may be available. Please review the employee personnel manual for details.
We are impressed with your credentials and feel that your background, experiences, and enthusiasm for contributing to the county council’s mission of improving Missourian’s lives are a wonderful match for our needs.  To indicate your formal acceptance of the offered appointment on the terms described in this letter, please sign the enclosed copy of this letter and return it to me no later than [specify date].  

This letter constitutes the full terms of our employment offer and supersedes all other representations, either written or oral, which may have been made to you. If you have any questions, please feel free to contact me at the information listed below.
We look forward to your anticipated arrival and having you as part of our team. 

Sincerely,

Name
Title
Add

Phone

I accept this position and agree to the terms of the employment set forth above.  


Print Name
Signature
Date

I do not accept this position due to 










 


Print Name
Signature
Date

Cc: Personnel file
















