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Name and address of recipient
Date
Dear ………
Offer of position as ………(name of post)
I am delighted to offer you the position of …………….. with (Local Meeting or Branch name), part of Central England Area Quaker Meeting (CEAQM), subject to satisfactory references / DRB check/ anything else?
The salary/ hourly rate for the position is £…….. and the post is…..(permanent, fixed term up to ……). Your hours of work per week will be …..
We would like you to commence employment with us on…date………… There will be a probationary period of (usually six months) within which the notice period for both you and CEAQM is one week. After the successful completion of your probationary period, the notice period will be one month.

You will be working at the ……office (specific location)   (optional clause: but there may be times that you’ll be required to work in our other offices, depending on the needs of the business.)
You will report to……and your working hours will be from………… to …… on [day(s) of week]   (optional clause: due to the nature of this post, you may be required to work additional hours as are reasonably necessary to perform your duties as…….(job title)
In addition to your salary you will also be entitled to  - set out holiday entitlement,    and , on completion of three months’ service, to join our pension scheme [to check if eligible go to http://www.centralenglandquakers.org.uk/web/information-for-employees - pension scheme].
To confirm your acceptance of this post please sign both copies of this letter as indicated below and return one copy to me by ……….date. 

We really hope that you decide to accept this offer and look forward to working with you in the future. If you have any further queries please don’t hesitate to contact me (tel. no/email address).
Yours sincerely

(Name and job title of person who is authorised to make an offer), on behalf of Central England Quaker Meeting.
----------------------------------------------------------------------------------------------
I accept the terms of conditions outlined in the offer letter and confirm that I am able to commence the post on……….(date).

Printed name: 




Signature: 



Date:

