
 
 
 

 
 
 

 
 
 

Tick off each check box as you add each component to the letter: 
 
 
 
 
 
 
 

 

1. Name, 
address and 
telephone 
number of 
employer 

2. Name, 
address and 
telephone 
number of 
employee 

3. The position 
being offered 

4. Gross annual 
salary & 
payment 
frequency 

 
 

5. Start date 
 
 
 

 

6. Probation/ 
Trial period 

7. Notice & 
termination 
period 

 
8. Acceptance 

of offer 

 
Letter 

of  
Appointment 

Advantage Partnership Executive Search 
Letters of Appointment: What Should You Include? 


