(Date)
(Name and
Address of

Prospective Employee)

Dear 
Thank you for applying and interviewing for the position of 


at   .  “THIS”  Church.  God has gifted you and used you to serve faithfully in other places and we pray that He will bring us together.

The Council of “THIS” Church is pleased to extend to you an appointment as “POSITION TITLE”.  The appointment stipulates a salary of “DOLLAR” per hour for “NUMBER” hours per week (annual salary of $AMOUNT).  This salary level will continue through “DATE”.  You will qualify for 2 weeks vacation after your first full year of service.  You will receive a written review of your work after 6 months and annually thereafter.

It is our belief that God is greatly at work with “THIS” Church, expanding our sense of mission and direction.  “POSITION” plays a vital role in that mission.  We eagerly anticipate the future He has in store for us, and earnestly pray that He will lead you to join us in our adventure.
Please contact us as soon as you have made your decision.  Be assured of our prayers for you as you make your decision.  Please let me know if I can be of any assistance during your transition.

Sincerely,

“NAME”
Personnel Team Chairman

“CONTACT INFORMATION”
