<Insert Company Details
Name
Address>





<insert date>





<insert employees name & address>


Dear <insert employee name>

RE:  Confirmation of Employment as <insert role / position>

We would like to confirm your appointment subject to the Terms of Engagement as an <insert role / position>.

Enclosed for your attention are the following:

1. Terms of Engagement
2. Deed of Confidentiality (if applicable)
3. Duplicate of this letter
4. Tax Declaration form
5. Employee Confidential Information form
6. Staff Handbook and Signoff form
7. Position Description
8. Fair Work Information Statement and Signoff form

Could you read the above documents and if you have any concerns could you contact <insert contact name and phone number> of our office and discuss these issues prior to your commencement date.

If you are satisfied with the above, could you sign and return to us Items 1, 2, 4, 5, 6 and 8.

<delete paragraph if not applicable> You are aware of the confidential nature of our business and we do require the above procedures to be complied with by you.

On behalf of <insert employer name>, we wish you success and assure you of our ongoing assistance to you in obtaining your professional goals.

Yours sincerely





<insert name and title of signature, e.g. Director>
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