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<Enter DATE here>


<Enter CANDIDATE's NAME here>
<Enter CANDIDATE's ADDRESS here>
<Enter CITY, STATE and ZIP of Candidate's address here>

Dear <Enter CANDIDATE's NAME here>:

[bookmark: Text5][bookmark: Text6][bookmark: Text7][bookmark: Text8][bookmark: Dropdown1][bookmark: Dropdown2]I am pleased to offer you the position of  <enter POSITION TITLE and NUMBER here> with the <Enter DIVISION/SECTION here> effective <Enter EFFECTIVE DATE here>. This position is a <Enter SALARY GRADE or BAND LEVEL here>, with an annual salary of  $<Enter SALARY here>. This is a  position and is  from the Fair Labor Standards Act (FLSA). 

Individuals receiving original appointments to permanent positions must serve a probationary period. The probationary period is an extension of the selection process and allows management time to evaluate your performance. After successful completion of the probationary period, you will be granted permanent status. Additionally, all new hires are required to attend New Employee Orientation. Details regarding your orientation will be provided on your first day.

[bookmark: Text9][bookmark: Text10][bookmark: Text11]Please plan to report to work at  <Enter Facility/Office/Duty Station Name and Address here>  on  <Enter DATE and Time here>.  Again, I would like to welcome you to the Department of Public Safety (DPS) and hope that this is the beginning of a rewarding career.  If you have any questions, please do not hesitate to contact me at: <Enter contact information of HR Employment Specialist here>. 

Sincerely,



<Enter name of HR Employment Specialist here>


The salary offered is subject to approval by the Office of Personnel in accordance with State Personnel Policy governing salary administration and the availability of funds in accordance with G.S. § 143C-6-8.
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