
Offer Letter for Graduate
Trainee Programs

Manuela Hanson

Director of Human Resources

Innovatech Solutions Inc.

500 Tech Park Drive

Silicon Valley, CA, 94088

manuela.hanson@innovatechsolutions.com

Phone: (555) 123-4567

Date: [Insert Date]

Kristin Terry

[Recipient's Address]

City, State, Zip

Dear Kristin Terry,

Subject: Offer of Employment - Graduate Trainee Program

It is with great pleasure that I extend this offer of employment to you on behalf of

Innovatech Solutions Inc. We were impressed with your academic achievements and

your passion for technology, which we believe will make you a valuable addition to our

team.

Position: You are being offered the position of Graduate Trainee under our Graduate

Trainee Program. In this role, you will have the opportunity to work across various

departments, gaining insights and hands-on experience in your field of interest.

Start Date: Your proposed start date is [Insert Start Date]. You will report to [Supervisor’s

Name], [Supervisor's Position].
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Salary and Benefits: As part of our Graduate Trainee Program, you will receive a stipend

of [Insert Stipend Amount] per month. In addition, you will be eligible for our company

benefits package, which includes health insurance, dental and vision coverage, and

access to our employee wellness program, effective from your start date.

Training and Development: Throughout the duration of the program, you will participate

in specialized training sessions and workshops designed to enhance your skills and

knowledge in your chosen field.

Location: You will be based at our headquarters in Silicon Valley, CA. Relocation

assistance is available if required.

Terms of Employment: This position is subject to the successful completion of a

probationary period of [Insert Period], after which your performance will be reviewed.

We believe that your contributions will be invaluable to Innovatech Solutions Inc., and

we are excited about the prospect of you joining our team. Please indicate your

acceptance of this offer by signing and returning this letter by [Insert Deadline].

This offer is contingent upon your completion of our standard pre-employment checks.

We look forward to welcoming you to Innovatech Solutions Inc. Should you have any

questions or require further information, please do not hesitate to contact me directly.

Sincerely,

[Signature, if sending by mail]

Manuela Hanson

Director of Human Resources

Innovatech Solutions Inc.

Acceptance of Offer:

I, Kristin Terry, hereby accept the offer of employment as outlined above.

Signature
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