BUILDWRIGHT
Offer Letter
Offer letter, India
A blank, fillable offer letter to send a candidate after selection. It states the role and the headline terms and is conditional. It is not your employment contract.
Drafting note.  This is a general template. It has not been drafted for you or your candidate and it is not legal advice. Fill every bracketed field and have it reviewed before you send it. BuildWright provides documentation, filing, and compliance facilitation.
Read this before you fill the form.  A signed and accepted offer letter can itself create a binding contract under section 10 of the Indian Contract Act, 1872, but only to the extent of what it actually states. This letter is deliberately thin. It does not set out working hours, weekly off, leave entitlement, probation mechanics, notice-period detail, IP assignment, confidentiality, or restrictive covenants. Those terms belong in the full appointment letter or employment agreement, which follows once the candidate joins. Do not treat this letter as the complete employment contract, and do not add any of those clauses to it.
Date: [ DD/MM/YYYY ]
From
[ company legal name ]
[ registered office address ]
To
[ candidate's full name ]
[ candidate's address ]
Subject:  Offer of employment
Dear [ candidate's first name ],
We are pleased to offer you employment on the following terms.
The offer
	1.
	Position / designation
	[ position / designation ]

	2.
	Department and reporting manager
	[ department ], reporting to [ reporting manager's name and designation ]

	3.
	Compensation (CTC)
	[ headline CTC figure, e.g. ₹ [amount] per annum ]

	4.
	Proposed joining date
	[ DD/MM/YYYY ]

	5.
	Offer validity / acceptance deadline
	[ DD/MM/YYYY, the date by which the candidate must sign and return this letter ]


Nature of this offer
This offer, from [ company legal name ] to [ candidate's full name ], is conditional as set out below. It does not set out the complete terms of your employment. You will get a full appointment letter or employment agreement when you join, and that document covers the rest.
Please sign and return a copy of this letter to confirm your acceptance, on or before the offer validity date given above. If we do not receive your signed acceptance by that date, this offer lapses.
Conditions precedent
This offer is conditional on satisfactory completion of each of the following, before or on the joining date given above. If any of them is not completed to the company's satisfaction, this offer may be withdrawn.
Background check
[ describe scope, e.g. criminal record and address verification ]
Document verification
[ describe scope, e.g. education certificates, prior employment proof, identity and address proof ]
Reference checks
[ describe scope, e.g. contactable references from the candidate's most recent employer ]
Signatures
Yours sincerely,
For and on behalf of [ company legal name ]
Name: [ authorized signatory's full name ]      Designation: [ designation, e.g. Director / HR Head ]
Signature: ______________________________     Date: [ DD/MM/YYYY ]
Candidate's acceptance
I, [ candidate's full name ], accept this offer of employment on the terms set out above.
Signature: ______________________________     Date: [ DD/MM/YYYY ]

How this offer letter is used
This offer letter is not filed with any government authority.
Issue it on the company's letterhead, signed by an authorized signatory. The candidate countersigns to record acceptance, as set out above.
An offer letter itself needs no notarization and attracts no stamp duty.

This template is provided free by BuildWright. It is a general document, it is not drafted for your situation, and it is not legal advice. Have it reviewed before you sign or file it. BuildWright provides documentation, filing, and compliance facilitation.
This offer letter only starts the hiring. Once the candidate accepts, BuildWright's employment agreement drafting service turns that acceptance into the appointment letter or employment agreement that actually documents the role.
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