Name – Final Offer Letter With Retirement Forms  

October 15, 2008
Mr.  XXXXX 
XXXXXMill Road
XXXXXXXX, MD 99999
Dear Mr.  :

At this time, I am pleased to extend to you the Final Offer of Employment for the position of Inventory Control Specialist at the Maryland State Police Budget and Finance Division effective October 22, 2008, your annual salary will be $32,091. (Grade 12, Base).   

Please report at 8:00 a.m. on October 22, 2008 to the Employment Services Section, Building C, Maryland State Police Headquarters, 1201 Reisterstown Road, Pikesville, Maryland, for employment processing. You are expected to report to your work assignment upon completion of your orientation.


Pursuant to the U.S. Department of Justice Immigration and Naturalization Service, as a United States citizen, you will be required to provide proof of your identity with two documents (i.e. State issued driver's license and a birth certificate issued by a State, county or other municipal authority bearing a seal or other certification,  U.S. Military card or an original Social Security Card).  In addition you will be required to bring name(s) and date of birth of those individuals you wish to list as beneficiaries on your retirement forms.


If you are not a United States citizen, or if you have been naturalized, you must provide one document that establishes your identity and employment eligibility (i.e. United States passport, a Certificate of Naturalization or an Alien Registration card with photograph).


Enclosed, you will find an Application for Membership and Designation of Beneficiary forms which must be completed for membership in the State of Maryland Retirement System.  Please complete these forms and bring them with you on your first day.


Should you require additional information, please contact Mr.  Michael Smith at 410-653-4329.
Sincerely,

Director
Human Resources Division
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