Roles and Responsibilities Matrix


DEPARTMENT’S LETTERHEAD 
Date
Candidate Name
Address

City, State, Zip

Dear Candidate’s Name:

This letter is to inform you are no longer being considered for the position of ________________________________, in the Department of ________________________________. 

The conditional offer made to you on ___________ (Date) is revoked as the results of the investigation into your background revealed:
__________________________________________________________

__________________________________________________________ .

For that reason you are no longer considered to be qualified for the position conditionally offered.

You may provide me with a written explanation why these facts from the background investigation should not cause revocation of the conditional offer made to you.  Any documentation you believe is relevant will also be considered with your written explanation.  Such documentation should be mailed to me within seven calendar days.
Thank you for your interest in employment with the City of Pittsburgh
Sincerely, 






_______________






Director

Cc:
Director, Personnel & Civil Service Commission
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