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OFFER LETTER
Letter of Employment — Singapore


[Date]

[Candidate Full Name]
[Candidate Address]

Dear [Candidate Name],

We are pleased to offer you the position of [Job Title] at [Company Name], subject to the terms and conditions set out in this letter.

1. EMPLOYMENT DETAILS
	Position / Job Title
	[Job Title]


	Department
	[Department]


	Reporting To
	[Manager Name & Title]


	Employment Type
	[ ] Full-Time   [ ] Part-Time   [ ] Contract


	Start Date
	[DD Month YYYY]


	Work Location
	[Office Address / Hybrid / Remote]



2. COMPENSATION
	Basic Monthly Salary
	S$ [Amount]


	Salary Payment Date
	Last working day of each month


	Allowances
	[Transport / Meal / Housing: S$ Amount]


	Probation Period
	[3 / 6] months from start date



3. LEAVE ENTITLEMENT
	Annual Leave
	[7 / 14] days per year (pro-rated in first year)


	Medical Leave
	14 days outpatient / 60 days hospitalisation per year


	Public Holidays
	All 11 Singapore gazetted public holidays



4. NOTICE PERIOD
During Probation:  [14 days / 1 month] notice from either party
After Confirmation:  [1 / 2 / 3] month(s) notice from either party, or payment in lieu of notice

5. CPF & STATUTORY CONTRIBUTIONS
CPF contributions will be made in accordance with the CPF Act for Singapore Citizens and Permanent Residents. The employer and employee CPF contribution rates will be applied as per the prevailing CPF Board schedule.

6. CONDITIONS OF OFFER
This offer is conditional upon:
☐  Satisfactory reference checks
☐  Provision of original educational and professional certificates
☐  Valid work authorisation in Singapore (for non-citizens/PRs)
☐  Completion of pre-employment medical examination (if applicable)
☐  Signing of the Employment Contract and Company Policies

Please confirm your acceptance of this offer by signing and returning a copy of this letter by [Acceptance Deadline Date].

We look forward to welcoming you to the team.
Yours sincerely,



	_________________________
HR Manager / Director
Name: ___________________
Date:  ___________________
	
	_________________________
Accepted by Candidate
Name: ___________________
Date:  ___________________



Note: This offer letter forms part of your Key Employment Terms (KETs) as required under the Singapore Employment Act. A full employment contract will be provided separately.
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