Employment agreement

This employment agreement is made on [Date] between:
[Company legal name], of [Company address] (the Company), and
[Employee full name], of [Employee address] (the Employee).

1. Position and duties. The Company employs the Employee as [Job title], reporting to [Manager title]. The Employee will carry out the duties in [the attached job description / as follows: ...] and other reasonable duties the Company assigns. This is a [full-time / part-time] position. The Employee will not take on other paid work that conflicts with this role without the Company's written agreement.

2. Start date and at-will employment. Employment begins on [Start date]. Employment is at will: either the Employee or the Company may end it at any time, with or without cause or notice. Nothing in this agreement promises employment for any fixed period. [The first 90 days are an introductory period, which does not change the at-will nature of employment.]

3. Place of work. The Employee will work [at Address / remotely from the Employee's home in State / in a hybrid arrangement, X days a week at Address]. [The Company provides ... equipment, which remains its property.]

4. Hours. The usual working hours are [for example 9am to 5pm, Monday to Friday], about [X] hours a week. The position is [exempt / non-exempt] under federal and state wage and hour law. [Overtime must be approved in advance and is paid at one and a half times the regular rate for hours over 40 in a week, or as state law requires.]

5. Pay. The Company will pay the Employee [Amount] per [year / hour], paid [every two weeks / twice a month / monthly], less the deductions and withholdings required by law. Pay is reviewed [each year], and any change will be confirmed in writing.

6. Bonus and commission. The Employee is eligible for a [bonus / commission] under the Company's [plan name], as in effect from time to time. [Delete this section if it does not apply.]

7. Benefits. The Employee may take part in the benefit plans the Company offers to employees in similar roles, currently [health insurance, dental insurance and a 401(k) plan], under the terms of each plan. The Company may change its benefit plans.

8. Paid time off. The Employee will receive [X] days of paid time off a year, [the following paid holidays: ...] and paid sick leave as required by state or local law. Unused time off [carries over, up to X days / is paid out when employment ends / is handled as state law requires].

9. Expenses. The Company will repay reasonable business expenses the Employee has in doing the job, in line with its expense policy.

10. Company policies. The Employee will follow the Company's policies, including its employee handbook, as updated from time to time. If a policy conflicts with this agreement, this agreement applies.

11. Confidential information. During and after employment, the Employee will keep the Company's non-public information confidential, such as customer lists, prices, plans and trade secrets, and use it only to do the job. Nothing in this agreement stops the Employee from discussing pay or working conditions, or from reporting a possible breach of the law to a government agency.

12. Work product. Work the Employee creates in the course of employment, such as documents, designs, code and inventions, belongs to the Company, and the Employee will sign any documents reasonably needed to confirm this. [Some states, such as California, limit what an employer can claim. Check the rules where the Employee works.]

13. Company property. When employment ends, or whenever the Company asks, the Employee will return all Company property, including equipment, documents and files.

14. Ending employment. [Although employment is at will, the Company asks the Employee to give two weeks' written notice of resignation.] Final pay, including any paid time off owed, will be paid as state law requires.

15. Restrictions after employment. [Optional. Non-compete and non-solicitation clauses are banned or limited in many states. Take legal advice before adding one, and delete this section if you do not use one.]

16. The whole agreement. This agreement, with [the offer letter dated ... and] the documents it refers to, is the entire agreement about the Employee's employment and replaces any earlier discussions. Changes must be in writing and signed by the Employee and [an authorized officer] of the Company. If any part is found unenforceable, the rest stays in effect.

17. Governing law. This agreement is governed by the laws of the State of [State].

Signed by the parties on the dates below.

[Company legal name]
Signature: ______________________________    Date: ______________
Name and title: ______________________________

Employee
Signature: ______________________________    Date: ______________
Printed name: ______________________________


How to use this template
1. Fill in every highlighted part. Where a bracket offers choices, such as [full-time / part-time], keep one and delete the rest. Remove the highlighting when you are done (select all, then set the highlight color to none).
2. Delete what does not apply, such as a bonus, commission or overtime the job does not have, instead of leaving it vague.
3. Make it match the offer letter. The title, pay, start date and benefits must be the same in both.
4. Check your state. Final pay, paid sick leave, paid time off payouts, what an employer can claim of an employee’s inventions, and non-compete clauses all depend on state and sometimes city law. Some states also require a written notice of the pay rate and payday.
5. Have it reviewed. This template is a general starting point, not legal advice. Have a lawyer or HR adviser review your version before you rely on it.
6. Delete this page before sending. 
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