
 

       

January 17, 2012 

 

 

Mr. Byron E. Johns 

1821 Sugar Hill Drive 

Apt. #201 

Woodbridge, VA  22192 

 

Dear Mr. Johns: 

 

Congratulations on successfully completing all the requirements to become a Foreign 

Service Security Engineering Officer.  

 

OFFER:  By this letter, the Registrar of the Board of Examiners confirms to you an offer of 

appointment as an untenured Foreign Service Security Engineering Officer Career 

Candidate.  Your starting entry-level grade is FP-4, step 12, with an annual gross salary of 

$73,369.00.  This appointment is valid for a period of four years, during which time you 

must qualify for conversion to career status, based on the recommendation of the 

Department’s Tenure Board. 

 

By signing and returning the enclosed memorandum, “Agreement to Join the Foreign 

Service,” you enter into an employment contract and agree to the terms and conditions 

offered.   

 

ENTRY ON DUTY (EOD):  Please use the following link to access the Department of 

State’s Entry on Duty (EOD) website, http://careers.state.gov/EOD. This new employee pre-

appointment website contains important forms that must be completed prior to your first day 

of employment at the State Department.  New Foreign Service Specialists should click on 

the plus sign (+) next to Foreign Service Employees: Mandatory Forms and follow 

directions to view, complete and return all required forms no later than February 7, 2012.  

Each form is in PDF format.  Optional Forms are NOT required.   To open the forms, you 

must have Adobe Acrobat Reader installed on your computer.  You can download this 

software from the website if necessary.  You may contact me for questions regarding forms.   
 

The Immigration Reform and Control Act of 1986 requires employers to hire only 

individuals who are eligible to work in the United States.  The Department of Justice 

Form I-9 must be completed and verified or your appointment cannot be confirmed.  

In addition, Homeland Security Presidential Directive 12 requires applicants for a 

federal government identification card provide two forms of identity source documents 

in original form.  One identity source document must be a valid Federal or State 

government issued picture ID.  To satisfy both requirements, the identity source 

documents must come from the List of Acceptable Documents included in Form I-9, 

OMB No. 1615-0047, Employment Eligibility Verification.  Submission of these 

documents is mandatory for your appointment to your new position.Complete Section 

1 and 2 of the I-9 form and bring the form, as well as the requested documentation (see 

List of Acceptable Documents) with you the first day.  Please note that if you bring a 
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document from List B, you must bring a document from List C as well in order to 

establish employment eligibility.  The completed I-9 will become a part of your Official 

Personnel Folder. 
 

SALARIES:  Salaries for entry level Foreign Service Specialists are determined at the time 

of appointment by the Registrar’s Office, according to guidelines set forth in Standard 

Operating Procedures Number 134D.  (SOP #134D is available on our website: 

http://www.careers.state.gov/fs_entrysalaries/srp_fsofss.html).  Unlike the private sector, 

salaries in the federal service are not negotiated packages, but are set by established, 

published standards.  In determining your entry-level grade and step, the Registrar’s Office 

reviewed the qualifications and experience that you included in your Application for 

Employment (form DS-1950).  If you have obtained additional qualifying experience or 

education since your initial application, you may, prior to accepting this offer, forward 

documentation to that effect to me for consideration in determining your entry-level salary.  

Please note that salaries will not be reconsidered once you have entered on duty. 

 

If you believe that your starting salary has been set by the Registrar’s Office at an incorrect 

level, you may request a review by the Salary Review Committee.  All requests for review of 

the entry-level salary must be made in writing, either by letter or by email, and should be 

addressed to the Staff Director of the Board of Examiners.  The request should provide any 

new information that the Registrar’s Office did not have at the time the initial determination 

was made, but note that information concerning work experience that substantially changes 

information provided in the initial application that you signed will not be considered.  The 

request must include appropriate documentation, cite the relevant section of the applicable 

SOP (as given above), and explain specifically why you believe the Registrar erred in 

determining the correct salary.  The Staff Director may return without consideration any 

request that fails to provide a sufficiently specific explanation of the error that you believe 

occurred.  Any salary review must be requested prior to accepting the appointment and 

entering on duty.  Salary review requests must be received within 14 calendar days, 

but in no case more than 30 calendar days, from the date of this letter.  If you have 

been given the maximum step of the grade of the position for which you applied, (e.g. 

FP-04, step 14) no salary review will be considered. 

 

MEDICAL:  Our records indicate that you have been granted the necessary medical 

clearance.  If you or your eligible family member have suffered from any illness or 

injury, or have received professional medical advice or treatment since undergoing the 

required Department of State medical examination, you must inform the Office of 

Medical Services and the Registrar’s Office immediately.  If an eligible family 

member(s) (if appropriate) has not been granted a medical clearance, please be advised 

that a clearance must be issued before going to the assigned Post.  If your medical 

status has changed significantly, this offer of appointment will be withdrawn until the 

appropriate medical clearance is determined.   
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SUITABILITY:  Our records also indicate that the Department’s Final Review Panel 

(FRP) has determined you have satisfied the suitability standards for employment at 

the Department.  Please be aware that, should new information that raises questions 

about the determination of the Final Review Panel become available during the period 

prior to your entry into service with the Department, the Department may, at its 

discretion, elect to review once again your suitability for employment.  In such 

instances, this offer of employment will be withdrawn until the Final Review Panel can 

conduct an appropriate review to determine your continued suitability for employment 

at the Department of State.  A negative determination by the Personnel Review Panel 

will result in permanent withdrawal of your offer of appointment.   

 

TANDEM:  If you are part of a tandem couple, i.e., your spouse is a Foreign Service Officer 

or Specialist, please let us know in writing.   

 

REASONABLE ACCOMMODATION:  If you will be seeking reasonable 

accommodation for a disability, please let us know in writing.  
 

DRUG FREE:  The Department of State is committed to the development of a drug-free 

workplace.  Therefore, all Foreign Service personnel serving in positions which require a 

clearance for access to information classified as “SECRET” or above are “employees in 

sensitive positions” and will be included in a random employee drug-testing program.  

Information regarding the Department’s drug-screening process is presented as an enclosure 

to this letter. 
 

FIRST PAYCHECK:  Please note that you will not receive your first paycheck until 

approximately four to five weeks after your entry on duty, therefore, you should make the 

appropriate financial arrangements.  Within your first few days of employment, you will 

need to produce information regarding your bank account (i.e., your account number, 

your bank’s routing number – both imprinted on the bottom left hand side of checks 

drawn on all U.S. banks).  We require this information in order to use electronic funds 

transfers of travel advances, direct deposit of your salary, and travel reimbursement.  

Please report to training with this information in hand. 
 

NEXT STEPS:  Please sign and return the enclosed “Agreement to Join the Foreign 

Service.”  This form must be returned to the Registrar’s Office before your 

appointment papers, including travel orders, can be prepared. 

 

MULTIPLE CANDIDACIES:  Starting April 1, 2010, if you accept this job offer from the 

Department in this career track while you are on one or more other Registers (whether 

generalist or specialist), effective the date that you sign this Letter of Offer or via email 

confirmation, any outstanding offers still active or pending with the Foreign Service will be 

considered closed.    

 

SERVICE NEED:  As you agree to join the Foreign Service, please bear in mind that the 

needs of the Service are paramount throughout your career.  Your acceptance of this offer Of 

Appointment constitutes your commitment to accept assignments to any Foreign Service 

post at home or abroad, as the Department directs.   
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ORIENTATION:  Your orientation program begins at 7:45 a.m., on Monday,  

March 12, 2012, and lasts three (3) weeks.  The first day of Orientation you are to report to 

the Loy Henderson Auditorium in the Harry S. Truman Building at the Department of State, 

2201 C Street, NW (23rd Street Entrance ONLY), Washington, D.C.  For the remainder 

of your orientation and training you will report to the George Schulz National Foreign 

Affairs Training Center (NAFTC) at 4000 Arlington Boulevard, Arlington, VA.  Since this 

orientation program is of such short duration, no leave will be granted during this period.  

If there are reasons why you must be away during the orientation period, we advise you not 

to accept an appointment to this class.  You will receive additional information regarding the 

orientation program from the Orientation Division at the National Foreign Affairs Training 

Center. 

 

ASSIGNMENT:  You will receive your first assignment during the third week of 

orientation training. 

 

TRAINING:  After the 3-week orientation at NFATC, candidates are typically assigned to a 

2-year tour in Washington D.C., which includes a 7-month Security Engineering Officer 

Fundamentals Training Course.  You will be eligible for D.C. locality pay, but your per 

diem will cease.  Leave will be approved only if it does not disrupt the training schedule. 

 

Please accept my warmest congratulations on your appointment to the Foreign Service, a 

major accomplishment of which you should be very proud.  You are joining a select group 

of America’s best. 
 

If you have any questions regarding your appointment, please call Michele Postell at (202) 

261-8857.  Best wishes in your new career. 

 
  Sincerely, 
 
   
  Michele Postell 
 
  Michele Postell 
  Human Resources Specialist 
  Board of Examiners 
     for the Foreign Service 
 
Enclosure 



  January 17, 2012 
 
MEMORANDUM 
 
 
TO: REGISTRAR, BOARD OF EXAMINERS 
 
FROM: Byron E. Johns 
 
SUBJECT: AGREEMENT TO JOIN THE FOREIGN SERVICE 
 
 

I hereby accept the terms and conditions of the offer of employment made to me by the Department of 

State, through the Board of Examiners for the Foreign Service, as a Foreign Service Security 

Engineering Officer Career Candidate at the FP-4, Step 12 with a salary of $73,369.00 (which does 

not include the 16.52% Overseas Comparability Pay) and agree to report for duty at 7:45 a.m. on 

Monday, March 12, 2012.   
 

I understand that since this initial training is of such short duration, NO LEAVE WILL BE 

GRANTED DURING THIS PERIOD.  If there are reasons why I must be away during the 

orientation period, I agree to notify the Board of Examiners that I will not accept an appointment to 

this class. 
 
 

_________________________________________________________ 

                 (Signature) 

 

PLEASE RETURN NO LATER THAN 30 DAYS BEFORE START OF CLASS 

 

I have ____ have not ______ been employed by the Federal Government in the past six months. 

 

I have ___ have not ____ a spouse that is currently a Foreign Service or Civilian Federal Employee 

(including Military) 

 

______ I live in the Washington, D.C. area. 

 

______ I do not live in the Washington, D.C. area.  I will travel via air _____ car______ to report for 

duty on March 12, 2012.   

 

Your appointment papers, including your travel orders, cannot be prepared until the 

Registrar’s Office has received your signed agreement.  In order to expedite the preparation of 

these papers, you may wish to send a copy of this form via facsimile to (202) 261-8843.  The 

Registrar requests, however, that you also return the signed original to the address presented below. 

 

     U.S. Department of State 

     Registrar’s Office – 5th Floor 

     2401 E Street, NW 

     Washington, DC  20522-0151 
     ATTN:  Michele Postell  


