 SEQ CHAPTER \h \r 1SAMPLE . . . . . . LETTER OF ADMISSION - COMPETITIVE . . . . . . SAMPLE
*(date)

Dear *(name):

Your application submitted to the *(name of civil service board) Civil Service Board for consideration for admission to the competitive examination for the class *(name of class) has been approved.  This letter is to advise you that the examination is scheduled on *(date of exam), beginning at *(time of exam) a.m/p.m., at the *(place of exam) located on *(address).  All applicants are required to report on or before the test time indicated below.  Any applicant who fails to report in a timely manner or in accordance with this schedule, will be denied admittance to the examination.
 APPLICANT PLEASE NOTE  
It will be necessary for you to bring your driver's license, picture identification, or other identifying material to the examination site.  Failure to bring a picture i.d. to the examination site will result in your being denied access to the exam site.  At the examination site, your fingerprint will be required on the examination answer sheet.  Please do not bring calculators, notes, papers, or any other type of material or equipment to the examination site. Under no circumstance will any test applicant be permitted to enter the examining room with a personal electronic or telecommunication device.  Prohibited devices include, but are not limited to: cellular telephones, digital pagers, PDA’s (Palm Pilots), digital watches with photographic capabilities, or any other device capable of storing, sending, or receiving data.  In the event that an examining official discovers any applicant to have any of the previously mentioned devices in his/her possession during the examination process, the applicant will be immediately disqualified from the examination and asked to leave the exam site. If you have questions concerning the information contained in this letter, please call me at *(phone number) between the hours of *(a.m.) and *(p.m.)
By direction of the chairman:

*(name and title)

  PLEASE NOTE (not to be included in this letter) 
If an applicant has been approved to take two examinations and they are being administered at the same time, our office will be happy to work with your board, to the extent that we are able, in changing the exam times to facilitate the participation by the applicant in both exams.  However, if a change is not possible, we ask that your board determine which of the examinations the applicant wishes to schedule for the time segment in question.
