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Surs mraray

2345 Waher Way
Groon Bay, Wi 58311

May 30, 20X

M. Timphy Rades

Program Deocior

Boys and Gils Club of Grogn Bay
1451 Unhars ity Al i

Geoen Bay, W1 54302
Doar Mr. Rades:
B s vl great enthusiasm hat | accapl the Program Coosdnatbor posibon wih f Bays

and Girts Club of Green Bay. | Thossughly reviewed the detalls of the pos Rion 0 Tha lefler

of empioyrment | received. | ook brward 10 begirming the position and Fie opporuniy to
work with young adults through the ARor-School Program,

A5 wo dscussed, my stastng satary will be 5350000 with e Ll range of benelits granied
1o peolessanals. 1| undosstand thal the Faning program begins on July X As requested,
| will complate he advanocg emplaymant and bemnglils lorms as | sedaive them and
promply retum ham 1o you al he address Bed above,

| will awail lurther cormapondence om your oice and he employment coniract. in the
mpaEmg, § you nopd any addiional imformation, ploase contact me al (220) 465 X000, |
ook lorwand 1o baginning Te program and moeating my lelow coseagues.

S NCaly.

Janet C. Smilh

Janat C. Smith

LEGAL AND OFERATIONS TEAM

GUIDELIMES
L8 - EMPLOYMENT

ANMMNEX 2

SAMTPLE LETTER OF APPOINTHENT

| ;| YPTT— | J pilaE e

Chear

[ am wiking o confiem woer appoiniment a6 (o Toe/Descriprion] by the ... Baprer Charch,
I enchor: tr Copees of 3 donument whilh Sots out detsls of tha amangemenis betwoon us

Pheaces check the document Carefully and roiuen the copy withs the reospt compldeted on e firal page. [T

[ am aizo endosing 3 copy Of the Churdh's Policy dooemenis relating o) -
»  Efual opporhenites

[ohere may be added as approprate e.g. Meakh and Safety)

Wi ane delghtod that pou will joining us 2nd look forsand b working with o,

¥ours Snoorely



Business / Personal Invitation Acceptance Thank You Email

[Insert comparny or personal letterhead, or typevour name and address]
January 7, 2010

[Mr/Ms] [First Name] X. [ Last Name]

[ Position]

[Company]

[ Department)

[ Division)

[Addressi]

[Address 2]

[City], [St/ Prov], [Country] [ZIP/ POSTAL]
[Salutation]

Iampleasedto acca‘a;:bt vourinvitation to [name of event] on [date of event].
[Name of guest] and [ will both attend at [time of event].

Thank vou for the invitation. We'llbe glad to visit [location of event].
We will see vou on [date of event].

Sincerely,

[Your Name]
[Your Position]

[WNotations tor Enclosures, cc:, etc.]

From,

hr Stevenson

To

My Jacobs

Human Resource Ofcer

P Creemas

D Mr JAC ok,

|, M Stevenson, am wWiting ths letier being exiremely overaheimed. After reading your etier dated 16
May, 2000 | have reaksed that | have sacured the job of marketing manager in PVZ Cinemas. | accepl
this ob ofler with open ams. Along with the accepiance for the job ofer, | would ke D explol ths

opportunty 1o assure you that you shall be geiting everything debvered which | have exhibited
prosmsingly 0 my job appdcabon letier,

| would also ke to express my gratitude io you for consdering me capable for shouldering this big
responsibiity. | would make it sure that | do not fail you in any arcumstances. | would lie o pin my job
as early &s possibie and | am looking forsard to the next inimadion from your sde about when o join
Locking forward for o favourable working aimos phere and o healtty work redaton with PYZ Cnemns,
Yours sncerely,

Mr Steverson
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By Chron Contributor Updated May 17, 2021 As soon as you receive a job offer, you might be tempted to walk into your boss's office and give your resignation. Before you do that, ensure that you really want the new job and plan your departure so that you give you current employer sufficient notice. Although you can accept a job offer while you're
employed, it's the timing of your acceptance and resignation that you need to carefully orchestrate. If you're already employed and looking for another job, it's wise to conduct your job search discreetly so your current employer doesn't find out that you're planning to leave. Unless you have disclosed to your supervisor that you're looking for a job that
offers more challenging work or that you're just looking for a change, chances are your job search would come as a surprise to your employer. Let the timing of your notice to your current employer be on your terms and not an accidental slip. You don't want to do anything that could jeopardize your current or future employment. As part of your job
search, map the steps you'll take once you receive an offer. The first offer you receive for a new job is likely to be a conditional one, so carefully weigh your decision to accept such an offer. You can accept the conditional offer, but the wiser move would be to wait until you have a firm offer. Wait until conditions, such as background checks and drug
testing, are lifted before quitting your current job. When you accept a job offer before resigning, refrain from discussing the offer with your coworkers and colleagues. Although you might be tempted to share the excitement with your closest friends at work, be discreet about your job search and especially discreet about any job offers you receive. An
employer who gets wind of your plans may prematurely make plans for your replacement, according to Career Intelligence. When you accept the offer for your new job, ensure that your new employer will be agreeable to a start date that permits you to give at least two weeks' notice. It is okay to accept the offer before giving notice, even preferable.
Again, you don't want to immediately accept a job and have to quit your present job without sufficient notice, says GlassDoor. That can leave your current employer ill-prepared to fill your job and will burn bridges that you want to keep intact. When you receive a conditional job offer, be patient during the vetting period during which your new
employer will conduct a background check, schedule drug testing and complete final details before sending you a final job offer. By Ruth Mayhew Updated June 27, 2018 Deciding how to decline a job offer you've already accepted is a delicate task, and it can damage your professional reputation if you don't handle it the right way. Writing a letter to
the company to tactfully explain your position, at the earliest opportunity can salvage that relationship and minimize any hard feelings. That's the primary reason why you should communicate your decision in writing -- it serves as a formal record of your withdrawal, and shows that you've handled it professionally. The best way to cope with the
awkward experience of rejecting a job offer after you've already accepted the position is to avoid it. When you embark upon a job search, define your professional goals before researching prospective employers, and learn what you stand to gain if you should receive a job offer. In your cover letter and resume you'll emphasize what you bring to the
organization, but for the good of your career you also need to know whether the company you say "yes" to can provide you with the level of job satisfaction that you're seeking. A sample letter declining a job offer after accepting it can take many forms, but as a rule you should keep it short, to the point, and completely professional. Use a standard
business letter format: Your withdrawal letter should be addressed to the same person who made the job offer. In some organizations, recruiters prepare job offers. In other companies, the department manager, company director or another staff person in the human resources department formally extends job offers. The inside address of your letter
should contain the person's full name, title, company name and address. Ms. Andrea ReyesHuman Resources ManagerABC CompanyDear Ms. Reyes: State the purpose of your letter in the first paragraph: Naturally, you want to express your appreciation for the job offer and explain that you were looking forward to joining the organization. But be
upfront by saying you regret that you have to withdraw your previous acceptance of the job offer. "Thank you for the offer to join ABC Company. I appreciate your confidence in my qualifications and aptitude and was looking forward to joining your team. Regrettably, however, the purpose of this letter is to withdraw my previous acceptance of your
offer." Don't dwell on the negative: If you've decided to withdraw your acceptance because you learned some negative information about the company, your future supervisor or the job, It's okay to gloss over the negatives. For example, if you discover that the company has a reputation for poor customer service, the truth of the matter is that you don't
want to work for an organization whose philosophy on customer service doesn't match yours. Be forthright: On the other hand, if you've gotten a better offer from another company, it's perfectly okay to be up front about it. In a best case scenario, the company you're refusing might even respond with a counter-offer. "After some reflection, I've
decided that I am better suited for an organization where my values and the company's values align more closely." "It was a difficult decision, but I've received an offer from another organization that matches the opportunities I've sought throughout my job search." It's best not to mention the expense the organization incurred during the recruitment
and selection process - that just makes matters worse. The company realizes the cost involved in recruiting for another candidate. You needn't remind them of it or say that you're sorry that you caused an inconvenience. Simply close your letter courteously with well wishes for the organization, and gratitude for the opportunity that was offered.
"Thank you again for your offer, and I wish you all success as you continue your search for the right candidate." By Morgan Rush Updated February 25, 2022 Hiring guidelines follow certain processes for good reason; they establish parameters for professional relationships between employers and new hires. Employers advance an offer letter
outlining terms of employment, notes the Texas Workforce Commission. If the potential hire feels satisfied with the terms, she accepts the offer and its accompanying terms of employment. Offer letters aren’t the same thing as an employment contract, though, and offer letter amendment is possible, especially in an “at-will” position where employee
or employer can terminate the agreement if it proves unsatisfactory. Read offer letters carefully, though, since certain words can help protect the initial terms. Offer letters can contain contractual rights for new employees, although companies don’t necessarily consider these documents to be employment contracts. If the offer letter clearly states you
will receive a guaranteed bonus, but then you don’t receive the bonus, this might be considered breach of contract. According to Arcoro, offer letters are considered to be less binding than employment contracts by courts, although states have different laws governing how these contracts are interpreted. Offer letters sometimes contain fine print that
award additional privileges to employers, but employers could also add these items to the terms of employment after you've already accepted. Barton cautions you should watch for the words “mandatory arbitration,” since agreeing to this means you won’t be able to go through the traditional court system to plead your case should you eventually
want to make a case against your employer. “Non-compete” is another slippery term; when you agree to these terms, you forfeit the chance to pursue similar work upon leaving the company if it means becoming their competitor. Watch out for “non-solicit,” provisions, which prevent you from approaching co-workers or clients for support if you ever
decide to branch out on your own. Employers can’t always change the terms of employment, but most applicable situations do not relate to new hires. For example, employers can’t change contract terms for workers on leave through the Family and Medical Leave Act, or FMLA. This piece of legislation protects an employee’s position, schedule and
location while on leave. However, this wouldn’t apply to most new hires. Also, employers can’t do an offer letter amendment in retaliation for employees who engage in protected behaviors such as whistle blowing or filing a discrimination claim. Offer letter amendment after acceptance can feel like a betrayal or unfair treatment of new hires, and you
might decide to take advantage of the “at-will” terms and pursue another job instead. Beware, though, that reneging on a job agreement can negatively impact your career. If your field is small and tightly-knit, you could be viewed as inconsistent or unreliable by numerous potential employers. Recruiters who hear about your decision might not want
to place you in a different job. Getting an offer on your home can be exciting and overwhelming, particularly since you have to make some important decisions in a short period of time. A buyer's sales contract, known as a "residential purchase agreement," usually includes a date by which you must respond to the offer. If the contract doesn't contain a
deadline, ask your real estate agent for guidance. If you are selling your home in a short sale, keep in touch with your real estate agent; she can monitor the lender's progress in approving the offer. Buyers' offers often contain a contingency that you must respond with an acceptance or counteroffer within a specific time frame. The time frame varies,
but is often around two or three days. If you are selling your home in a short sale, your lender must approve the offer. Mortgage lenders may spend a significant amount of time reviewing your paperwork to make sure that it is complete and accurate. This can result in a long wait time between receiving the offer and your lender's approval. To keep
waiting time to a minimum, work with a real estate agent who has experience with short sales.
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