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North Carolina Department of Crime Control and Public Safety

Beverly Eaves Perdue, Governor                                                      Reuben F. Young, Secretary


(Insert Date) 

Candidate’s Name 

Address 

City, State, Zip 

Dear (Candidate): 

We are pleased to confirm your acceptance of the position of (working title) in (Division) effective (start date). This position is a salary grade (salary grade or band level), with an annual salary of ($) paid in monthly installments. This is a (permanent, part-time, or time-limited) position, (40) hours a week, (8:00AM – 5:00 PM) Monday through Friday and is (exempt/non-exempt) from FLSA. 

State policy requires that all new employees or employees who are reinstated following a 31 day break in service serve a probationary period. The duration of the probationary period shall be not less than three nor more than nine moths of either full-time or part-time employment from the actual date of employment.   
There are several forms enclosed that should be completed and brought with you on your first day at work. Please bring your driver’s license, social security card, identification requirements for the I-9 form, and voided blank check. Additionally, all new hires are required to attend New Employee Orientation. Your orientation is scheduled for (date of orientation). Additional details regarding orientation will be provided on your first day.
We are delighted to have you join our staff and hope that this is the beginning of a rewarding career with (Division). We look forward to seeing you on (insert date) and in the meantime, please do not hesitate to call me if you have any questions. 

Sincerely, 
(Your Name) 

(Your Title) 
enclosures
	MAILING ADDRESS:
4701 Mail Service Center

Raleigh, NC 27699-4701

Telephone: (919) 733-2126
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OFFICE LOCATION:

512 N. Salisbury Street


Raleigh, NC 27604-1159


Fax: (919) 715-8477

	An Equal Opportunity/Affirmative Action Employer
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