	
	

	
	

	Use Section letterhead
	



<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>:

We are pleased to extend a conditional offer of employment to you for the position of <Enter position title here>. Your salary for this position will be $<Enter SALARY here>.  The salary offered is subject to approval by the Office of State Personnel in accordance with State Personnel Policy governing salary administration and the availability of funds in accordance with G.S. § 143C-6-8. This is a (permanent full-time/permanent part-time) position.  A final offer of employment will be extended to you only after you have satisfied all the requirements established by the Department.  All applicants for the listed position are required to comply with these terms and conditions within six (6) months.  This offer may be withdrawn at any time.  As an applicant for a certified or non certified position within the Department, you must comply with the following terms and conditions: 
	√
	1.
	Comply with any additional requirement specified by Federal or State Law, policy, or procedure associated with state employment, job performance standards, conduct standards or public health standards.



	√
	2.
	Be able to perform all the essential functions of the position listed above, with or without a reasonable accommodation.

	
	
	

	(Work Location check terms and conditions below, if applicable):

	
	   3.
	Complete a physical and psychological screening including psychological tests as required by law or regulation.

	
	  4.
	Must be eligible for certification through the North Carolina Criminal Justice Education and Training Standards Commission.



Attached to this letter are employment statements that you are required to read.  Please INITIAL all statements applicable for the employment transaction. You and a witness must sign and date the DPS Employment Statements (Form HR 013).  
Sincerely,

<Enter HIRING MANAGER's printed name; sign after hard copy is printed.>
Attachments
I accept this conditional offer of employment.

	
	
	

	
	
	

	
	
	

	(Candidate's Signature)
	
	(Date)
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