Date
Name and address
Dear 

It is my pleasure, with the unanimous approval and on behalf of the Board of Elders of                          ??? Christian Reformed Church, to offer you the position of ???
Your primary responsibilities will be ????   You will work under and be directly responsible to ????  Your responsibilities will begin on ????.  Remuneration for the above position includes a $????salary annually, two weeks vacation, life insurance, major medical insurance for you and your family, and other fringe benefits which the Board may from time to time determine.
It is our prayer that you will be led to accept this offer.  We have every confidence that you will make a major contribution to the development of our congregational life.  All who were involved in the interviews with you were very impressed with your dedication and professional competence.  We are looking forward to working with you and trust that we will jointly share the blessings of God in the development of our program at ????Church.

Yours in Christ,

Chair
Board of Elders

