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Mr. John Doe
2353 Simple Way

Portland, OR  12345
August 12, 2010

Dear John:

This letter will serve as our official offer and by signing below your acceptance of the position of XYZ Director at Acme Hospitality Company in Portland, Oregon.  
1. Your official hire date will be Monday, September 20, 2010.
2. Your base salary will be at the rate of $2,916.66 per pay period ($70,000.00 annually). 
3. You will be eligible to receive a maximum performance-based bonus of $10,000.  This bonus will be based on reducing the food & beverage operating expenses.  The bonus will be paid out at the end of our fiscal year in June of 2011.   
4. You will be eligible to participate in our Family Medical, Dental and Individual Life Insurance coverage effective the first of the month following 3-months of employment. Regular semi-monthly contributions will be required and commensurate with the plans selected.  
5. After one (1) year of employment you will be eligible for 2 weeks of vacation.   After five (5) years of employment you will be eligible for 3 weeks vacation.  After ten (10) years of employment you will be eligible for 4 weeks vacation.

6. After six months of employment you will be eligible to participate in Acme’s 401k plan in accordance with the terms of the plan.

7. This offer of employment is contingent of the completion of a background investigation with a successful outcome.

8. A relocation allotment will be provided for direct moving expenses up to $5,000.  Receipts must be submitted for reimbursement.
In reference to the cost of your relocation, should you decide to terminate your employment from the company, you will be required to reimburse the Acme Hospitality Company according to the following terms:
· If you leave within the first 6-month of your date of employment, you will pay back 100% of the costs associated with the move. 

· If you leave after 6-month and before one-year of your date of employment, you will pay back 50% of the costs associated with the move.

9. Your employment shall be at will and this letter shall not be deemed a contract of employment or guarantee of employment for any particular term.

Welcome to the Acme Hospitality Company family.  We look forward to working with you in your new position!  If you have any questions, please feel free to contact me at (530) 666-1234, Extension 200.

Sincerely yours,

John Smith
General Manager

Acme Hospitality Company
I accept the position as outlined in this letter.

__________________________________________________
________________

Signature of John Doe
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