 SEQ CHAPTER \h \r 1**SAMPLE **LETTER TO USE WHEN REQUESTING AN EXAMINATION

BE ADMINISTERED TO AN EMPLOYEE WHO MISSED THE EXAMINATION

WHEN HE/SHE WAS ON MILITARY LEAVE **SAMPLE
          (Insert jurisdiction name)           Civil Service Board









(insert date)
Office of State Examiner

8550 United Plaza Blvd.  Suite 901

Baton Rouge, Louisiana 70809-2296

On (insert date of civil service board meeting) the (insert jurisdiction name) Civil Service Board approved the request for the State Examiner’s Office to administer the examination of (insert class title) to (insert employee’s name) as he was on military leave when this examination was given on  (insert date the exam was administered).

The civil service board certifies that this individual was called to active duty and that he was not on his annual two (2) week training period or any other type of leave.  The employee’s military leave was terminated on    (insert date)    and he is currently active in the department.

The civil service board also certifies he would have met all the qualification requirements for this class at the original time the examination was given and would have been approved by the civil service board to take this examination had he not been on military leave.

We understand that this examination will be administered at the Office of State Examiner, and that the board will be responsible for notifying the individual of the date, time, and place of the exam once we have received this information.  We understand that we will receive a supplemental grade sheet for the exam in question once the grade for this individual has been completed by your office.
