August 8, 2015




Sample Letter of Offer
Mr. James Johnson

241 Woodmount Pl.

Fair Valley, ON   M4L 2W8

Dear James:

I am pleased to offer you the position of Director of Music at Trinity United Church, Fair Valley, Ontario effective October 1, 2015. This is a permanent full-time position, reporting to the Ministry & Personnel Committee of the church.

You will be paid an annual salary of $65,000. You will be paid through the payroll service of the United Church of Canada on the 15th of the month for the whole month. You will be paid a cost-of-living increase on the anniversary date of your employment each year, based on the rate set by the United Church of Canada.

Your annual vacation entitlement will be 20 days. During 2015, this will work out to 5 days. Vacation time should be scheduled in cooperation with the M&P Committee Chair.

You will be enrolled in the United Church of Canada Pension and Benefit Plan effective November 1, 2015 assuming all eligibility requirements are met. Membership in the Pension and Benefit plan is compulsory for all our permanent staff who work more than 14 hours/week and is provided on an employee/employer cost share basis.

A copy of the human resources policy manual of Trinity United Church will be provided to you upon acceptance of this employment offer letter.

This offer includes a probationary period of three months from the day of appointment, which will ensure the parties to this contract have the opportunity to evaluate both the work of the employee and the suitability of the workplace for the employee.

This offer is in effect until August 22, 2015. If you are in agreement with the terms of this offer, please sign both copies of the letter and return one to myself. 
We look forward to welcoming you to the staff of Trinity United Church.

Sincerely,

Janice Smith,

Chair, Ministry & Personnel Committee

Trinity United Church

_________________________________________


_____________________

(James Johnson)






(Date)

