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STATE OF MICHIGAN
	

	GRETCHEN WHITMER
GOVERNOR
	DEPARTMENT OF LICENSING AND REGULATORY AFFAIRS
LANSING
	MARLON I. BROWN, DPA
DIRECTOR




(Date)



(Employee Name)
(Address)

Dear (Employee):

This is to confirm our conditional offer of employment to you for a (insert position type) as a (insert class and level) in the (insert work location and department).

As we discussed, your first day of employment with us will be (insert date), pending receipt of the results of your pre-employment drug test referenced below.  Your work hours will be from (insert hours and shift).  Please report to the (insert contact office) located at (insert address) at on your first day of employment.  At that time, we will provide you with information relevant to your employment with the State of Michigan.

Your starting pay rate will be (insert pay rate) per hour.  You will be required to serve a one-year probationary period in this classification, and you will receive probationary ratings following three, six, and twelve months of service.

This is a conditional offer of employment.  Civil Service Rule 2-7 requires that all persons who are not currently state employees submit to and pass a pre-employment drug test prior to their actual appointment to the classified service.   Enclosed is a Custody and Control Form that you need to take with you to a test site where you will be required to provide a urine sample for the test.  A listing of approved test sites in this area is included.  You will be required to have picture identification when you go for testing.  An appointment is not necessary, however, you must be tested within 24 hours of receipt of this letter or this conditional offer of employment is withdrawn.  We will be in contact with you when we have received the results of the test, which normally is in three to five days.  If you test positive, refuse to be tested, interfere with the testing procedure, or tamper with a test sample, this conditional offer of employment is withdrawn, and you may be ineligible for appointment to positions for three years in the State of Michigan.

In addition to the above-referenced pre-employment drug test, be advised that we will also be conducting a criminal background check prior to your hire.

As a new employee, you are required to complete various forms, review state policies and procedures, and complete training programs during the first month of employment. You will be receiving information via your email with a link to the forms and information required by LARA.  If possible, please complete the required documents prior to your hire date. If you are unable to complete them prior to your hire date for any reason, we will be happy to assist you during your orientation.  Your orientation date will be Wednesday (insert date), beginning at 9:00am, in the Ottawa Building, 4th floor, conference room 407, located at 611 W. Ottawa Street, Lansing, MI.

Additional information about state employment is available on the following website:  www.michigan.gov/mdcs; click on the Employee then New Hire Orientation buttons to review other information relevant to your employment with the State of Michigan. Please  note that it is not necessary for you to complete any of the forms under the Forms tab on this site as all necessary forms are included on the LARA Onboarding site mentioned above.

Feel free to contact me at (insert #) if you have any questions or if we can assist you in any way.

We look forward to working with you and welcome you to the State of Michigan classified service.

Sincerely,



(Insert name)
(Insert title)
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	Manager
Liaison
Appropriate Union





611 W. OTTAWA  P.O. BOX 30004  LANSING, MICHIGAN 48909
www.michigan.gov/lara
LARA is an equal opportunity employer/program. 
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