Date

Name

Address

Dear :

I want to thank you for your interest and the time you have devoted to assessing your career opportunities with COMPANY (the “Company”).  We are a young company organized in late 0000 and are experiencing great growth and promise.  We have invited you to become a part of the Company as a Senior Associate, effective DATE, 2000, and are excited about working with you.  We believe that you have the ability to contribute to the continued success and growth of this organization.

We also believe this is an excellent career opportunity for you and that we can offer you the challenges needed to grow professionally.  The terms and conditions of this offer are set forth in the enclosed Employment Agreement.  Briefly these include:

Compensation
Your starting salary for this position will be $XXX.00 per year to be paid in accordance with the Company's normal payroll practice.  The Company currently pays on a semi-monthly basis.  You will also be entitled to overtime pay at the regular rate used to compute your base salary.
Vacation and Holidays
You are eligible for 15 personal days per calendar year (which includes vacation and sick days), which begin to accrue after completion of three months of employment at the rate of 1.25 days per month.  Unused vacation and sick days do not carryover to subsequent years.  You will also receive 7 paid holidays per calendar year.

Employee Benefits

You will receive additional benefits normally available to full-time employees in accordance with the Company's established policies.  Benefits currently available include:  
· Health insurance

· Participation in the Company’s SEP/IRA (contribution, as stipulated by SEP/IRA agreement, by COMPANY, to begin after 12 months of employment)

Employment Agreement
The terms of your employment are covered by the attached Employment Agreement, which you must sign before your start date.  This agreement becomes effective on your first day of employment.

Contingency Matters

On your first day of employment and as a condition of employment with the Company, you will be required to satisfactorily complete an I-9 form and provide documentation that you are authorized to work in the United States .

Please sign and date the Employment Agreement and return them to me in the envelope provided by XXXX, 2005.  An extra copy of the Employment Agreement is included for your records. 

Sincerely,

Owner, Manager

Enclosures:

  Employment Agreement (Two Copies)
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