<INSERT DATE>

<INSERT CANDIDATES FULL NAME>
<INSERT CANDIDATES ADDRESS>
<INSERT CANDIDATES ADDRESS>
<INSERT CANDIDATES ADDRESS>
Dear <INSERT CANDIDATES FIRST NAME>
Further to our telephone conversation I write to confirm our offer of employment to you as <INSERT JOB TITLE> AT <INSERT JOB LOCATION>.  Your start date has been agreed as <INSERT START DATE>
I have enclosed for you a Statement of the Main Terms and Conditions of your Employment.  

Please review the statement, sign both copies provided and return one copy to me.
If you have any questions about anything at all give me a call on <INSERT MANAGERS TELEPHONE NUMBER>..

Yours sincerely

<INSERT MANAGERS NAME>

<INSERT MANAGERS POSITION>
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