Sample Job Offer

To go onto company or organisation letterhead

«date»
	Personal - Strictly Addressee only
«Title» «Initial» «Last_Name»
«Address1»
«Address2»
«Address3»
«PostalCode»


Dear «Title» «Last_Name»,

We are pleased to confirm to you our offer of employment.  Your employment will be with XXXXXXXXXX on the terms and conditions set out below.   

Position

Your functional job title will be XXXXXXX and y IF <> "" "Administrator IF <> "" "You will have the corporate title of Managing Director, the functional title of Administrator and be assigned to the" "" 
You will have the corporate title of Managing Director, the functional title of Administrator and be assigned to the


 IF  MERGEFIELD Corptitle <> "" "Administrator IF = "" "You will have the corporate title of AVP and be assigned to the" "" 


 IF  MERGEFIELD Corptitle = "" " IF <> "" "You will have the functional title of  MERGEFIELD Functional_title  and be assigned to the" "" 

ou will be assigned to the  XXXXXXX department.  Your appointment will be {full-time/part-time} and your job duties will include XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

Salary

You will receive a salary of {£salary} per annum.

Probationary Period

The first {three/six months} of your employment will be a probationary period.  During this time there will be a mutual notice period of XXXXX weeks.

 IF  > 0 "

As a matter of formality, the Guaranteed Incentive Award will only be made on the condition that on the payment date you are employed within the Bank and have not given notice to terminate your employment.  The condition will, however, be regarded as satisfied if the reason that you are not employed within the Bank is that, whilst employed within the Bank, you have been made redundant, become permanently disabled or died or been asked or required to leave for reasons other than gross misconduct.  In these specific circumstances, the Guaranteed Incentive Award will be paid to you, in cash, on the payment date." "" 

 IF  MERGEFIELD local_to_local  = "y" "

Any cash award in respect of the year in which you transfer on a local basis to another country will be pro-rated in accordance with the length of time worked in each location.  The  proportion of the award applicable to each location will be subject to any necessary tax withholding applicable for  that country and will be paid in local currency on their usual pay dates.  For this reason you are required to maintain banking facilities in your previous location.

" "" 

 IF  MERGEFIELD stockvalue  <> "" "

Compensation for Forfeited Awards

You will be compensated for actual and/or potential losses in connection with the restricted compensation awards granted to you by your present or previous employer that are subject to forfeiture, subject to the Company being satisfied with the evidence that you have provided to it in relation to such losses.  Although the Company will determine the final amount of your forfeited award(s), we currently estimate that the value is £90,000.  The compensation (‘Exceptional Award’) will be granted in notional Deutsche Bank shares under the DB Share Scheme which will vest in full on either: vesting date or: in X equal tranches on (first date) and (second date) etc.  Subject to your providing the Company with the details of your current restricted and forfeitable awards and any other reasonable evidence required by the Company, we will confirm to you the actual value of the Exceptional Award and the number of notional Deutsche Bank shares to be awarded, either : calculated using the average closing foreign exchange rates and share prices for the 10 trading days up to and including the date you start employment with the Company. or, with business agreement only: calculated using the average closing foreign exchange rates and share prices for the 10 trading days up to and including the date you sign your offer letter.  The Exceptional Award will be subject to the Rules of the DB Share Scheme, as amended from time to time.

" "" 

Pension and Life Assurance Benefits
The Company {does/does not} operate a pension scheme.  A pensions contracting out certificate {is/is not} in force for your employment with us. {The details of the Company pension scheme will be provided to you upon acceptance of this offer}.

{You will automatically be covered for death in service benefits from the day you start employment.}

Notice Periods

After successfully completing your probationary period, your notice period will be {three/six months}.

Hours of Work

Your official hours of work will be XXXXXXXXX hours per day, to be worked between XXXXXXXXX Monday to Friday.  {You may be expected to work outside these hours on a regular basis (including the possibility of working week-ends from time to time) and to travel, both within the UK and overseas, on Company business.  However, when you do so, you will not be eligible for payment of overtime.  You agree that your total working hours may sometimes exceed 48 hours per week on average, calculated over a 17-week period.}

Date of Employment

If you accept this offer, please indicate the date you will be able to commencement employment.  By accepting this offer and commencing employment you represent to the Company that you will not be in breach of any such contractual obligation and you undertake not to breach any other contractual obligation which you owe to such entities.  No employment with a previous employer will count as continuous service with the Company.  

Conditions of the Offer

This offer is subject to:

· references in a form which are satisfactory to the Company, 

· {a medical report in a form which is satisfactory to the Company,}

In the unlikely event that your employment commences before all of the conditions referred to above have been satisfied and in the event that any condition is not subsequently satisfied, then the Company shall be entitled to terminate your employment on one week’s notice without any further obligation or payment to you.  

 IF  = "" "" "This offer of employment, if not accepted by you, will expire in 10 working days from the date of receipt of this letter.

" 
For the sake of clarity, this letter supersedes any prior offers or representations, whether verbal or written.  If you have any queries regarding the contents of this letter, please contact XXXXXXXXX.  In the meantime, you are asked to treat the terms of your employment in the strictest confidence at all times.

 IF  = "y" "The London Relocation Centre will contact you on your arrival in the UK to finalise the arrangements in respect of your transfer.  In the meantime, you should carefully read the attachment to this letter entitled 'Welcome to London', which gives important information and practical guidance.

" "" 
Please indicate your acceptance of the above terms and conditions by signing  IF  = "y" "both" "" 
 the attached copy of this letter  IF  = "y" "and the 'Welcome to London' information sheet" "" 
 and returning  IF  = "y" "them" "it" 
it
 to XXXXXXXXXXXX with the completed XXXXXXXXXXXXXXXXXXXX.  On acceptance of this offer, you will be issued with a written statement {and staff handbook} which forms the terms and conditions of your employment.for use with 'Joiner' document IF = "" "  Would you also kindly let us know in due course when you will be able to commence your employment with the Company." "" 


Yours sincerely,

 DOCVARIABLE #DNDocID \* MERGEFORMAT 
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