
 

 

Sample Letter:  

-CONFIRMATION OF EMPLOYMENT- 
[THIS DOCUMENT SHOULD SERVE ONLY AS A SAMPLE COMMUNICATION. PLEASE COPY THE TEXT BELOW AND PASTE IT ONTO YOUR 

AGENCY’S LETTERHEAD, OR PASTE THE BODY OF THE MESSAGE INTO AN EMAIL COMMUNICATION. ADJUST AS NECESSARY TO 

ACCOMMODATE THE NEEDS OF THE AGENCY. COMPLETE THE FIELDS WITH THE APPROPRIATE INFORMATION AND OBTAIN THE 

NECESSARY SIGNATURES BEFORE DELIVERY.]  

 

[Date] 

  

[Name of Applicant] 

[Address of Applicant]  
 

Subject: Confirmation of Employment – [Job Classification] 
 

Dear [Mr./Ms.] [Last Name of Selected Applicant]: 

 

Welcome to [Agency/Department/Office Name]. I am pleased to confirm your acceptance of our offer 

for the [full-time/part-time] position of [job classification] reporting to [supervisor’s name]. Your starting 

salary of [$XXXX.XX] per [month/hour], will be paid semi-monthly on the 15th and 30th of each month. As a 

result of your appointment, you will serve a [XX]-month probationary period.  

 

We look forward to your arrival on [day of week], [start date], at [report time]. Please report to [location 

name], located at [address], and ask for [HR/Supervisor name]. During your first few days on the job, you will 

be presented with numerous employment forms, some of which you may take and complete at your convenience. 

For the purpose of completing the I-9 form, please bring appropriate evidence of identity and employment 

eligibility with you when you report to work. A listing of acceptable documents is attached. 

 

As a reminder, if any education is requested that was used to meet the minimum qualifications for this 

position, the originals must be provided to the designated employee within our agency as soon as possible, to be 

submitted to the Personnel Cabinet.  

 

We are excited about you joining our team, and want to ensure you are successful in your new role. During 

your first several days on the job, you will meet many co-workers, supervisors, and human resources staff. These 

individuals are available as a resource to you, so please let them know what you need to accomplish your new 

responsibilities. Additionally, you may contact me at [phone number/email address] if you have questions. 

 

Sincerely, 

 

 

 

[Human Resources Representative] 

[Job Title] 

 

Enclosure:  Lists of Acceptable Documents (Form I-9) 



 


