





<date>





<name/address>





Dear <name>,





I am pleased to extend an offer of employment as my Executive Assistant at Hentzenwerke Corporation to you. Here are the terms:





Your primary responsibility is to provide the necessary administrative support for me so that I can run the company and be the lead software developer. Specific functions include:





Office manager-type responsibilities


Lead receptionist


Personal assistant to me


Assist with other work with developers on occasional basis


A variety of company-wide projects





Annual base salary, paid on the 1st and 16th of the month, is $38,000.





Parking within a block of the office will be provided. 





You are expected to take two weeks of vacation per calendar year; this equivocates to twelve days for the balance of 1997 available after three months. The shop is closed on the following dates: New Year’s Day, Bill Gates’ birthday (generally a day in late March), Good Friday, Memorial Day, Fourth of July, an additional day to round out a four-day weekend if 7/4 falls on a Tuesday or Thursday, Labor Day, Thanksgiving and the day after Thanksgiving, ½ of Christmas Eve, Christmas Day. Salary is paid through all holidays and vacations.





Your work hours will generally be 8:00 AM to 5:00 PM with an hour for lunch; occasionally, some days may vary.





Your workstation will include following minimum specifications: Pentium II 300 128 MB of RAM and 2 GB local hard drive, 19” monitor. Printing is done over local area network to laser and dot matrix printers. You will have access to most any software you need, and is available for use at home if desired. Resources include all industry books, magazines and newsletters.





You will receive an individual Internet account for use at home; monthly fees plus all business related charges will be reimbursed monthly.





The company provides all soft drinks and other beverages during the workday.





Dress code at the shop is casual but not “grunge” - jeans, shorts and the like are acceptable as long as clothes are not dirty, torn or disorderly. The purpose is to provide a comfortable, productive atmosphere and environment while not offending our customers or projecting an unprofessional appearance. We occasionally “dress up” for meetings with customers; for men, that means suits and ties, for women that means skirts/dresses, hose and jackets or sweaters.





Your expected start date is Monday, March 31, 1997. 





We are all absolutely thrilled to have you join us at the shop and are looking forward to seeing you shortly!





Sincerely,


Hentzenwerke Corporation








Whil Hentzen


President





