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[Your Name]

[Company Name]

[Date]
RE:  Appointment letter for HR manager
[bookmark: _GoBack]Dear Mr. /Mrs. [NAME HERE]
I am pleased to confirm your appointment in our organization as the HR manager with the reference to your application and successful interviews, for the fixed tenure of one year. Following terms and conditions will be applicable:
· You will receive the salary of [XXXXX] per month.
· You will be allowed to have a leave of 20 days per year.
· The company will also provide the PTOs.
· The working hours will be from 9 am to 5 pm.
· Your job is transferable and there is a possibility of your posting in our different branches across the country.
· The company will provide you the free medical for you and your family.
· The education of your children will be supported by our organization.
· You must join in month XX, year.
· Your appointment will be effective from the date of joining.
If you accept the terms and condition then please sign the duplicate copy of this letter and send this to us. We congratulate you for the appointment and wish you all the luck and a successful career in our organization. We assure you all our support throughout your career and have a strong belief that your skills will make the remarkable difference in increasing the high scale of our company. We are so looking forward to your response to this letter. Your early response will be highly appreciated.
Sincerely,

[NAME HERE]
[Title]
wordexceltemplates.com
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