Name – Conditional Offer Letter

October 7, 2008
Mr. XXXXXXX 
XXXXXX Mill Road
XXXXXXXX, MD 99999
Dear Mr. XXXXXX:


 SEQ CHAPTER \h \r 1I am pleased to extend to you a conditional offer of employment in the classification of Inventory Control Specialist with the Maryland State Police Budget and Finance Division.  


As part of the civilian recruitment/selection process for the Maryland State Police, we are required by the Maryland Department of Budget and Management to verify your minimum qualifications.  These qualifications are outlined in the specifications on file for the above referenced position.  Final offers of employment can only be extended to candidates after completion of all requirements established for employment and as such you must meet the below listed terms and conditions in order to be extended a final offer.

TERMS AND CONDITIONS:
A.
In order to be considered for a permanent appointment you must provide copies of any diplomas, degrees, training courses, licenses, official transcripts or certifications required.  Please note these must be originals or official/certified copies of the document or correspondence.  All costs associated with providing the necessary copies are the responsibility of the applicant.

         
Please submit the following items to the Maryland State Police, Human Resources Division as soon as possible:  (only items checked)

          
High School Diploma or
          GED Equivalency


_____
AA Degree


          BS or BA Degree


_____
MS or MA Degree        
____  Completion of Trade School


_____
Proof of ___ semester hours 

            
(official transcript) Subject:__________________________


_____
FAA Airframe License    
____  Power Plant Mech. License

     
_____
FCC General Radiotelephone Operator Permit, FCC Ship Radar Endorsement,



a National Association of Business and Educational Radio Certificate or



an Associate Public Safety Communications Officer Incorporated Certificate
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B. Pass to the satisfaction of the Maryland State Police all components of a comprehensive background investigation;

C. Pass to the satisfaction of the Maryland State Police all components of a polygraph examination.  If you were unable to be tested due to a pregnancy, you will pass to the satisfaction of the Maryland State Police  prior to your return after the pregnancy is over;
D. Pass to the satisfaction of the Maryland State Police a complete medical examination;

E. There must be a budgeted position available for this classification;

F. There must be funding dedicated to fill the vacant position at the time of employment;

G. 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.  The most common forms of identification are a State issued driver's license and a birth certificate issued by a State, county or other municipal authority bearing a seal or other certification.  Other examples include a U.S. Military card or an original Social Security Card.


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.  An example of


this type of documentation is a United States passport, a Certificate of Naturalization or


an Alien Registration card with a photograph.

H. You must be the best qualified individual from the pool of remaining successful candidates completing the process.


Upon receipt of your Conditional Offer of Employment, you should immediately telephone Michael Smith 410-653-4329 and advise of your acceptance or declination.  You should then return your Conditional Offer of Employment Acknowledgment Form to the Personnel Section, via fax number 410-653-4341 and, also, mail the original back to 

Mr. Smith’s attention.  Failure to respond, will result in our considering this Conditional Offer of Employment to have been withdrawn.


In closing and on behalf of the Maryland State Police, I wish to thank you for considering employment with our Department.  Should you have any questions concerning this offer, please do not hesitate to contact me.







Sincerely,







Personnel Administrator






Human Resources Division

RBT:ms
Enclosure
