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[Date]

[Candidate Name]

Dear [Name]:

Congratulations! This letter is an offer for employment with the City of Hamilton Division of Fire. The application and screening process for the Fire Division is intended to select candidates of the highest character who are committed to a career of public service. Based on your qualifications demonstrated during the application and interview process, you have been selected for an offer of employment for the position of [Position Title] in the [Department Name] Department. 

Details:
· Proposed Starting Date: [Date][Time]
· If this date is not acceptable, please contact me immediately
· Proposed Starting Salary: [$$.$$] – Range [Number], Step [Number]
· FLSA Status: Non-Exempt
· Position covered under: [Collective Bargaining Unit Information] See Labor Agreement
· Probationary Period: [X] days
· Reporting Officer: [Name] [Title]

Specific information will be provided during the on-boarding process (or you may click the links below):
· Work Hours
· Benefits
· Ohio Ethics Law
· [bookmark: _GoBack]Employee Handbook

Please report to the Hamilton Fire Department at 8:00AM on [start date] to begin orientation.  The swearing in ceremony will be determined at a later date in which your family and friends are invited to attend.  We will spend the remainder of this week familiarizing you with the department and its operations. 

We realize you will have many questions.  Please do not hesitate to ask your reporting Officer when you need assistance.  This is not a sign of incompetency, but is an indication of your interest and desire to learn.  

Please sign the enclosed copy of this letter and return it to me by [Specific Date] to indicate your acceptance of this offer through e-mail, mail, or in-person delivery. 

We are confident you will be able to make a significant contribution to the success of our [Division/Department] and look forward to having you be a part of the team!


Respectfully, 

[Supervisor’s Name]
[Title]
[Phone Number]
[E-Mail Address]

I accept the offer as outlined above

Name____________________________________			Date_____________________

I decline the offer as outlined above

Name____________________________________			Date_____________________
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