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Thank you for accepting our conditional offer of Employment, pending Pre-Employment.

In order to complete Pre-Employment, please complete the following instructions:

Pre-Employment Documents:

e Print and sign your offer letter.
e |F YOU ARE 18 or older: Click the link to download the InfoCubic Authorization Form. It is a total of 4

pages. Please print, read, complete, and sign the pages.

e |F YOU ARE 17 or under: Download the Minor Consent Forms. It is a total of 2 pages. Your

parent/guardian must fill out and sign both pages, and have them notarized.
e A Notary Public is available at Workforce Services during our regular business hours.
e Submit the signed offer letter and completed InfoCubic Authorization/Minor Consent Form to Workforce
Services. You can:
o Email the forms (only .pdf format accepted) to: jobs4you@cityofcarrollton.com, OR
o Faxto (972) 466-4789, OR
o Deliver in person to: Workforce Services at Carrollton City Hall: 1945 E. Jackson Rd, Carrollton,
TX 75007.

Mandatory Drug Screen:

You must complete your Drug Screen within 24 hours of accepting this conditional offer.
Report to: USHealthworks/Concentra
1837 W. Frankfort Rd, Suite 116, Carrollton, TX, 75007.
o Phone number is 972-236-1941.
o Hours: Monday-Friday 8:00am to 5:00pm.
o Picture ID is required to take the drug screen.
o There is no need to make an appointment.

If you cannot make it to the clinic by the deadline, please contact Workforce Services as soon as possible.

Workforce Services

Hours: Monday — Thursday 7:30 am — 5:30 pm; Fridays 7:30 — 11:30am
1945 E. Jackson Rd, Carrollton, TX 75006 | 972.466.3091| Fax: 972.466.4789
P.O. Box 110535, Carrollton, TX 75011-0535 | cityofcarrollton.com
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