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Date
Name  
Address  
City, State   Zip Code
Dear 


:
Congratulations!  I am pleased to inform you that you have been selected for an internship with the County of Fairfax made possible by the Make-It-Work Grant Program funded by CPS HR Consulting and the International Public Management Association (IPMA). 
You will be assigned to the Community Services Board—Human Resources, reporting to  

         .  Your internship will begin on February 14, 2012 and will end in August 2012 (specific date will be determined by your supervisor at a later date). Your work hours will be Tuesday, Wednesday and Thursday from 10:00 a.m. - 1:00 p.m. and your pay rate will be $9.00 per hour.  An orientation will be held on your first day of work.  
Please report to the Pennino Building, 12011 Government Center Parkway, Fairfax, VA 22035, Suite 836 at 10:00 a.m.  When you report on your first day, you will need to provide the agency’s human resource payroll contact with the following:

1) This offer letter, signed and dated below.

2) Your social security card (photocopy not acceptable).

3) Original documents providing proof of identity and employment eligibility, such as a student identification card with a photo, a drivers’ license or a DMV Identification Card (photocopies are not acceptable).

4) Each of the enclosed forms, completed and signed*.  
*Please note that all Fairfax County Government employees over the age of 18 are required to have their paycheck directly deposited into a financial institution.  If you are below the age of 18, and if you do not wish to participate in the Direct Deposit Program, please disregard this form. 
Prior to your first day of work, you will visit the security office at 12000 Government Center Parkway, Suite 150, to get your county identification badge.  


 affiliated with the FCPS’s Office of Career Transitional Services will be in contact with you to coordinate the essential details and transportation needs for this visit.  When you come to this appointment, please bring:

1) Original documents providing proof of identity and employment eligibility, such as a student identification card with a photo, a drivers’ license or a DMV Identification Card (photocopies are not acceptable).

If you have questions regarding your internship, please contact Keri Cook at (703) 324-2777 or Keri.Cook@fairfaxcounty.gov, or Traci Vaughan at (703) 324-3317 or Traci.Vaughan@fairfaxcounty.gov. 

Thank you for considering Fairfax County Government as an employer of choice.  I am confident that you will be a valuable addition to our staff, and that your internship experience will be very rewarding.

Sincerely,

Sherry Rowe, Division Chief 
Department of Human Resources Employment Division
I, _______________________________________, have read and understand the terms and conditions of employment listed above.

________________________________________
______________________                

                     Employee Signature
                 Date

Original:   Agency Personnel File 

Copy:        Employee

Encs:
County of Fairfax Child Support Disclosure Form


Direct Deposit Instructions


Direct Deposit Authorization Agreement


Form I-9 Employment Eligibility Verification


Form W-4 (2012)


Form W-4 Personal Exemption Worksheet
Form VA-4 (2012)

Notice of Privacy
cc:
Ann Long, Coordinator, CTS





, Community Services Board—Human Resources
County of Fairfax, Virginia





To protect and enrich the quality of life for the people, neighborhoods and diverse communities of Fairfax County
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