[HARVESTIME INTERNATIONAL INSTITUTE]

(Insert address and telephone information]           

Date

Name

Address

City, State, Zip

Dear  [Staff or Faculty new hire]:

Greetings in the wonderful name of our Lord and Savior Jesus Christ!  

We are happy to inform you that you have been accepted for the position of [            ].  

Your job title is [                   ].

Your immediate supervisor is [                ].

Your salary will be [ A mount per month?  Hourly?].

You will receive the following benefits:  [Medical? Paid holidays?  Retirement? Vacation?] 

Your first date of work will be [day and date].  Please report to [location] at [time].  Your regular hours and days of employment will be [list these].

I want to take this opportunity to welcome you aboard.  We look forward to having you as part of  the Harvestime team.

Sincerely,

Name

Title

