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[DEPARTMENT LETTERHEAD]

[DATE]

Commission on POST
Basic Training Bureau – BCW 
860 Stillwater Road, Suite 100
West Sacramento, CA 95605-1630

To whom it may concern:
This letter is to verify that [APPLICANT’S FULL NAME] is/was employed as a sworn [APPLICANT’S POSITION] with our department from [START DATE OF SERVICE] – [END DATE OF SERVICE/PRESENT].
During their employment, [APPLICANT’S NAME] successfully completed at least two years of continuous investigative experience with our department after the completion of basic training, including [DESCRIBE PARTICULAR DUTIES]. Their basic training/academy completion date was: [DATE].
(NOTE:  General law enforcement experience may also be used, which includes patrolling a geographic area, responding to the full range of requests for police services, performing any enforcement action on the full range of law violations, and conducting investigations of crime).
If you have any questions regarding [APPLICANT’S NAME] employment with our department, please contact me at [SIGNEE’S CONTACT PHONE NUMBER] or [SIGNEE’S EMAIL ADDRESS].

Sincerely,
[ORIGINAL/E-SIGNATURE OF DEPARTMENT HEAD, TRAINING MANAGER, OR PERSONNEL DEPARTMENT]
[PRINTED NAME] [TITLE]
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