DEPARTMENT’S LETTERHEAD
DATE

Candidate Name

Address

City, State, Zip

Dear Candidate’s Name:

This is your conditional offer of employment letter for the position of ______________________, in the Department of __________________.  The conditional offer is subject to the following terms and conditions:

1. Satisfactory clearance of a criminal history and background check.

(Pursuant of the City of Pittsburgh Application Processing & Background Investigation Policy)
2. Satisfactory clearance of City of Pittsburgh real-estate and personal property verification.
(Pursuant of the City of Pittsburgh Pre-employment and Promotional Real Estate Tax Investigation/Verification Policy)
3. Satisfactory medical and/or drug examination results (if required).
4. Satisfactory verification of driver’s license (if required)

Please review all of the materials contained in your packet and complete and return the following three (3) forms within seven (7) calendar days.  The mailing address is included in the letterhead of this document.
· Authorization to Release Information
· Personnel Property Form
· Affirmation of Conditional Offer Acceptance
Please note that you may receive your final offer of employment within the next 30 days. Failure to submit the required forms or neglect any portion of the selection process may result in your conditional offer being revoked. 
In the advent a criminal conviction is discovered through the background investigation process that is related to the position offered and withdrawal of this offer is necessary for business reasons, you would receive notice that this offer is revoked.  If that should occur, at that time you will be afforded the opportunity to provide a written explanation to provide us with information to consider about that conviction which may or may not result in the conditional offer being reinstated.      

Please be aware that this letter does not constitute a guarantee or contract of employment.  We look forward to receiving the required documents for further consideration.  
Sincerely, 

___________________
Director

Enclosures

Cc:
Director, Department of P&CSC

Supervisor of Applications & Records, Department of P&CSC


Civil Service Commission
Conditional Offer of Employment Letter

