Sample RPL Offer Letter – Permanent/lower grade


Date

Registrant’s Name

Registrant’s Address

Dear Mr./Ms.________________:

Due to your registration in the Reemployment Priority List (RPL) Program, you have received a job offer for the following position:


Position Title:


Pay Plan, Series, Grade:
Full Performance Level:


Salary:


Activity, Location:


Work Schedule:

A copy of the position description is attached.  Additional information is annotated on the attached checklist.  Please indicate your acceptance or declination to this job offer on the attached checklist, sign the bottom of the form and date it, and mail the form back to this office in the enclosed envelope.

If you decline or fail to reply to this job offer within 5 workdays from receipt of this letter, you will be removed from the RPL for positions at the GS-___ grade level and below.  You will remain registered in the RPL for positions above this grade level.

You may file an appeal to the Merit Systems Protection Board (MSPB), in accordance with the board’s regulations, if you believe your reemployment rights, as described in 5 CFR, Chapter 330, Subpart B, have been violated.  If you are a bargaining unit employee, you may file a grievance through the appropriate negotiated grievance procedure or you may file an appeal through MSPB, but not both.    Please contact your servicing Civilian Personnel Advisory Center for additional information for filing procedures.

If you have questions concerning this job offer, please contact (HR Spec), at (commercial telephone #).

signature

HR Specialist Name

Title

Job Offer Checklist

Registrant’s Name___________________________ SSN_______________

Position Title __________________________________________________

Pay Plan, Series, Grade ____________ Position Description # ___________

                                                                                            (attached)

Full Performance Level ___________

The items marked below apply to this job offer.  If you have additional questions, please contact (HR Specialist name/telephone #).

Permanent


Security Clearance Required Level:_______________


Temporary NTE__________


Criminal History Check Required


Term NTE ____________


Travel Required

 Frequency___________


Full-time


Function under contract study


Part-time  _______hrs/week


License, certification, or credentialing required


Intermittent


Demo or pay-band position


Rotating shifts


Acquisition Corps membership required


Seasonal


DAWIA position


Supervisory


Emergency Essential


Non-Supervisory


Pre-placement drug test and/or physical required


_____I accept the job offer listed above and understand that I will be removed from the RPL.

_____I decline the job offer listed above and understand that I will be removed from the RPL for all positions at the GS-____ grade level and below, as specified in the attached cover letter.

_________________________________   __________________

                    Registrant’s signature                           Date
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