Standard full-time offer
A clear offer for a regular full-time role.
[Company letterhead]

Date: [date]

Dear [Candidate name],

We are pleased to offer you the position of [Designation] in the [Department] team at [Company name], based at [Location].

Annual cost to company (CTC): INR [amount], as set out in the attached salary structure.
Date of joining: [date]
Reporting to: [Manager name]
Probation: [number] months

This offer depends on satisfactory verification of your documents and references, and on the terms of your appointment letter.

Please sign and return a copy by [date] to accept.

Sincerely,
[Name], [Title]
[Company name]

Accepted: ____________________   Date: ____________
Replace everything in [square brackets]. This is a starting point and not legal advice. Have your adviser review it. Template from Tuling HRMS (hrms.tulingcreativehub.com).




