Name – Final Offer Letter

August 18, 2008

NAME 

ADDRESS
ADDRESS 

Dear NAME:


It is my pleasure to offer you the position of TITLE OF POSITION with the Office of NAME----  , Department of Information Technology.   Your starting salary for this position is a Grade 18, Step 9, $60,563 per year.  This is a (skilled service position, or promotional transfer, or skilled service reinstatement) therefore you will serve a six-month (initial probationary period, or promotional probationary period, or probationary period).    


Please acknowledge acceptance of this position by signing where indicated below and faxing the letter to our Personnel Office at (410) 333-5262.  Your start date in this position will be Monday, September 1, 2008.  Please contact NAME at (410) 767-XXXX if you have any questions and to discuss information that is needed before your start date.


We look forward to meeting you and welcoming you to our Department.






Sincerely,






Director, Strategic Planning

cc:
Mr. Elliot Schlanger, Secretary


UNIT LEADER NAME


Ms. Trudy Hall, Personnel Officer, DBM

I accept the Skilled Service position of Administrator I.

_____________________________________________

NAME














