[image: A green letters on a black background

Description automatically generated]
<Company Logo>
<Address>


<Date>

<Full Name>
Dear <First Name>,
We are delighted to offer you the position of Account Executive at <Company Name>. Your skills, experience, and enthusiasm align perfectly with our company culture and goals. You will report to the Company's <Manager Title>. Your Employment with the Company shall commence as of <start date> (the "Start Date"). During your employment with the Company, you agree to devote all of your business efforts and time to the Company, with your work services to be performed at the company's principal office in <insert address or specify if remote> (as required), with occasional travel around <insert region> to support the Company's sales efforts.

Compensation:
Your total compensation package consists of four components: base salary; commission; equity; and benefits.

Base Salary
Your annual base salary will be <insert base>, payable in <semi-monthly> installments and subject to the usual, required withholding.

Commission
In addition to your base salary, you will be eligible to receive a commission (the "Commission Bonus") in an amount of <insert target incentive compensation> annualized, payable on a <monthly> basis, subject to your achievement of certain <quarterly / annual> performance targets mutually agreed to by you and your manager.

Equity
It will be recommended at the first meeting of the Company's Board of Directors following your start date that the Company grant you an option to purchase the number of Company's Common Stock shares equal to <0.50%> of the Company's total outstanding shares at a price per share equal to the fair market value per share of the Common Stock on the date of the grant, as determined by the Company's Board of Directors.

The options you are awarded will vest over four years. Your options will start vesting one year from your start date, meaning that 25% of your options will vest on your one-year anniversary of working at the Company. After that, 1/36th of the remaining options will vest each month, subject to your continuing employment with the Company. This option grant shall be subject to the terms and conditions of the Company’s 20XX Stock Plan and stock option agreement between you and the Company, including vesting requirements. No right to any stock is earned or accrued until such time that vesting occurs, nor does the grant confer any right to continue vesting or employment.

Benefits
As a full-time employee of the Company, you will be eligible to participate in Company-sponsored benefits and be a member of any employee benefit plans that the Company may establish and are generally available to other employees, including:

· Full Healthcare Coverage: Employee premiums covered at 100%, dependents at 75%
· Time Off: Three (3) weeks of PTO annually, with full compensation and benefits during vacation periods
· Parental Leave: 12 weeks of paid leave for the birth or adoption of a child and phased-in return to work for those who have given birth.
· 401(k): Administered through ADP
· Commuter Perks: Pre-tax transit savings card and more

Please note that the Company reserves the right to change or cancel the benefit plan and programs it offers to its employees at any time and for any reason.

Miscellaneous:
Your employment is at will and either you or the Company may terminate your employment at any time, with or without notice. No manager or supervisor at the Company has the authority to change, modify, or alter the at-will nature of the relationship except for the CEO, who may only do so upon written agreement signed by both you and the CEO.

The Company may change or discontinue the Company’s benefits provided to you and/or your dependents at any time with or without notice.

Your starting employment with the Company is conditioned upon and subject to a background check and proof of your eligibility to be legally employed in the US.

As a condition of your employment, you are also required to sign and comply with an Employee Confidentiality and Assignment Agreement and Arbitration Agreement that requires, among other provisions, the assignment of rights to any invention made during your employment at the Company and any proprietary information, and arbitration of any claims you or the Company may have with each other.

You hereby represent and warrant that you are not party to any written or oral agreement with any third party that would restrict your ability to accept employment with the Company. You also agree that you will not disclose to the Company any information that you acquired from any prior employer or third party that could be considered protected from disclosure under any existing covenant or agreement relating to confidential and proprietary information.

This offer document, together with your Employee Confidentiality and Assignment Agreement and the Arbitration Agreement, forms the complete and exclusive statement of your employment agreement with the Company. It supersedes any other agreements or promises made to you by anyone, whether oral or written. Changes in your employment terms, other than those changes expressly reserved to the Company’s discretion in this letter, require a written modification signed by <the Head of People> of the Company. If any provision of this offer document is determined to be invalid or unenforceable, in whole or in part, this determination shall not affect any other provision of this offer document and the provision in question shall be modified so as to be rendered enforceable in a manner consistent with the intent of the parties insofar as possible under applicable law.

To accept this offer, please sign and return this letter to me.

Sincerely,

<Signature of Company Representative>



Acceptance By:



__________________________________

Signature


Print Name: ________________________

Date: _____________________________
image1.png




