Monday, January 16, 2012
Enter Candidate's Name
Enter Candidate's Address
Enter Candidate's City, State, Zip
     
Dear Enter Candidate's Name,

We are pleased to extend this offer of employment to you. The following outlines various important aspects of your position and employment:

Job Title:


Enter Job Title
Your employment will be:
Enter Full Or Part Time
Your base pay will be:

Enter Hourly Or Salaried Or Draw Against Commissions
Your base pay rate will be:
$Enter Hourly or Monthly Pay Rate
Your position reports to: 
Enter Dept. Manager Name And Title
Introductory Period

The first ninety (90) days of your employment with Zimbrick is an Introductory Period. Completion of this Introductory Period does not guarantee continued employment or employment for a specified period of time. The Introductory Period is designed to give both the Employee and Zimbrick a chance to further evaluate if the Employee can and will be productive and successful in the position.

Proof of Identity and Authorization to Work

Our offer to hire you is contingent upon your furnishing satisfactory proof of your identity and your legal authorization to work in the United States. On your first day, please bring appropriate identification so the paperwork can be completed. A copy of acceptable identification is attached to this letter. You must provide one document from List A or one document each from List B and List C. If you fail to submit this proof, federal law prohibits us from hiring you.

Employee Handbook

As an employee of Zimbrick, you will be provided with a copy of the Zimbrick, Inc. Employee Handbook. You will be asked to sign a form indicating you have received a copy of the Handbook. Any questions regarding a Zimbrick policy should be directed to your Manager or Office Manager at your location. The Employee Handbook is subject to revisions as business needs dictate. Updates to the Handbook are issued periodically.

Benefits (Full-time Employees Only)

At the end of your ninety (90) day Introductory Period, you will become eligible for certain Zimbrick benefits. A summary of the benefits and their eligibility requirements is attached to this letter. Near the time of your eligibility you will receive an Employee Benefit Guide that contains the Summary Plan Descriptions and required enrollment forms. All full-time employees are required to attend the Zimbrick Orientation class sometime prior to their eligibility date, where benefits are explained in more detail. 

At-Will Employment

As indicated on the application form you completed, your employment with Zimbrick is considered “at will”. That means it can be terminated, with or without cause, and with or without notice, at any time, at the option of either Zimbrick or yourself. The terms of this offer letter do not and are not intended to create either an express or implied contract of employment with Zimbrick. No manager or representative of Zimbrick has authority to enter into any binding contract of employment, except for a written contract of fixed duration signed by the President.

We expect you to begin work on Enter Candidate's Start Date.  Your initial work schedule will be Enter Candidate's Initial Work Schedule but may change at any time within the core business hours of      .

We believe your employment here will be fun, challenging and rewarding. We are excited about the prospect of you joining our team and look forward to your acceptance of this offer. If you have any questions, please let me know. 

Sincerely,

Enter Manager Name
Enter Manager Title
___________________________________



                    (Candidate’s Signature)

Attachments: 
Benefit Eligibility Chart



I-9 List of Acceptable Documents 

                                             BENEFIT ELIGIBILITY CHART

	BENEFIT
	FULL-TIME
	PART-TIME

	First day of employment: 
	
	

	          Employee Assistance Program (EAP)
	Yes
	Yes

	          Holiday Pay
	Yes
	
No

	          Jury Duty Pay
	Yes
	Yes

	          Military Leave
	Yes
	Yes 

	After 90 days of continuous FT employment:
	
	

	          Cafeteria Plan (Flexible Spending Accounts)
	Yes
	No

	          Dental Insurance
	Yes
	No

	          Vision Insurance
	Yes
	No

	          Health Insurance
	Yes
	No

	          Life Insurance
	Yes
	No

	          Short Term Disability Insurance
	Yes
	No

	          Voluntary Life Insurance
	Yes
	No

	          Service Discounts
	Yes
	Yes

	          Shop Privileges
	Yes
	Yes

	          Vehicle Purchase Program
	Yes
	Yes

	          Personal Days
	Yes
	No

	          Funeral Leave 
	Yes
	No

	After 1 year of continuous FT employment:
	
	

	         Zimbrick Retirement Plan (401k & Profit Sharing)
	Yes
	Yes*

	          Vacation 
	Yes
	No


  *Must meet minimum requirement of 1,000 hrs. worked. 

   The above list is only a general description of current benefits and eligibility requirements. Please see the 
   benefit plan summaries for more details. Current benefits are subject to change as business needs dictate.
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