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Date

Name of Applicant

Address of Applicant

Dear Mr./Ms.:

I would like to take this opportunity to formally offer you employment with the Maryland Department of Natural Resources, __________________ (Unit Name).  The offer is for a ___________ (classification title of position) position, located in _____ (city/location of position), Maryland.  The position is a Grade ___, Step (or Base) ____, at a salary of $___ (Based on the Temporary Reduced Salary Scale).  The start date is ________.

Please note that this is a skilled service position, which is assigned to bargaining unit (   ).  As a member of a bargaining unit, as a condition of employment, you will be required to pay a bi-weekly service fee to the exclusive representative of your bargaining unit in the amount of (      ).  This fee is authorized by law and is your fair share of the cost associated with the exclusive representative’s representation of your bargaining unit.  You will receive more information concerning this service fee from your exclusive representative.  For more information, please visit the new service fee page at http://dbm.maryland.gov/employees/Pages/ServiceFee.aspx. 
Please acknowledge your acceptance of this offer by signing this letter in the space provided below.  Please submit this original offer letter to the ______ (Unit Name), Tawes State Office Building, 580 Taylor Avenue, Annapolis, MD 21401 to my attention at your earliest convenience.  In order to complete your appointment paperwork, please submit your original college transcripts (or request HS Diploma if required by job specs).  We must receive original transcripts (or HS Diploma if required by job specs) prior to your start date and cannot accept copies.  Thank you in advance.






Sincerely,






(Name of direct Supervisor)






(Official Title of Supervisor)

I hereby accept employment with the Maryland Department of Natural Resources.

SIGNATURE








DATE

SOCIAL SECURITY NUMBER
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