BIM Appendix – B.1
[cover letter for conditional job offer]
[on agency letterhead]



[Date]

[Name] 
[Mailing Address]
[City, ST Zip]
SUBJECT:   Conditional Offer of Employment
Dear Mr./Ms.                                                         :

This letter constitutes a conditional offer of employment as a              [Position]                 with the                        [Agency Name]                          Department. However, a final, unconditional job offer will be made only upon successful completion of each and every one of the following:
1.
A psychological screening in accordance with California Government Code Section 1031(f) and guidelines established by the California Commission on Peace Officer Standards and Training.
2.
A medical screening in accordance with the provisions of Government Code Sections 1031, 12940 and the California Commission on Peace Officer Standards and Training.
3.
Completion of the background investigation pursuant to California Government Code Section 1031(d), to include information that was neither legal nor practical to obtain prior to the extension of this offer, or in response to issues that arose subsequent to this offer.
Should you be unsuccessful in any of the above evaluations, this job offer is revoked. 

Due to some expected attrition of candidates who either resign or are removed from the eligibility list at the post-offer stage, the number of conditional job offers extended may exceed the number of immediate vacancies. If this happens, you may be placed in a candidate pool and will be extended an offer of employment as soon as a vacancy arises.
THEREFORE, DO NOT GIVE NOTICE, QUIT YOUR PRESENT EMPLOYMENT OR RELOCATE UNTIL YOU HAVE BEEN OFFICIALLY NOTIFIED THAT YOU HAVE SUCCESSFULLY COMPLETED THE MEDICAL EXAMINATION AND YOUR HIRE DATE HAS BEEN CONFIRMED.
Sincerely,

[Name] 

[Title]

[Contact Number – optional]

[Email – optional]
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