July 14, 2008

First Last

Dear First,

I want to thank you for expressing your interest in assisting CleanAir’s teams by becoming the CleanAir  Position Name. Your personality and drive seem well suited to the position and your past experience performing similar duties for another firm indicate you should be a wise choice. To that end Team XX and I would like to extend you an offer to join Team xx and work in that capacity.

Accepting a new position within CleanAir, moving from one team to another, presents some nuances not associated with new hires. While we fully expect things to work out well for all parties, the possibility exists that, for whatever reason, it may not. In such a circumstance returning to your original position may not always be possible, and finding a new opportunity within CleanAir at your new salary may also not be possible.

We want to encourage employees to strive to become their best and not be punished if a sought-after position does not work out. So, providing the reason a situation does not work out is not a violation of CleanAir policy, a suitable position at your original salary will be offered to you should that occur.

The position of Recruiting Resource is a full time position, however currently the role may not require your full time attention. As a member of Team xx you will be required to assist us in our training efforts to make CleanAir more successful through constant improvement for growth and safety initiatives.

The hourly offer to join Team xx in this capacity is $xx per hour. I feel it is not necessary to discuss all the benefits of employment here at CleanAir as you are already a full time employee. Your status will change from full time hourly to salary but there are very few differences there.

This offer is valid until Time PM ___Date__. Please provide written reply. 

Sincerely,
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Larry Golden

