 SEQ CHAPTER \h \r 1SAMPLE . . . POSTING NOTICE FOR A COMPETITIVE EXAMINATION . . . SAMPLE
*(name of civil service board) CIVIL SERVICE BOARD
NOTICE OF A COMPETITIVE *(name of class plan) EXAMINATION
A written examination will be given in approximately ninety (90) days, on a competitive basis to approved applicants for the purpose of placing names on the competitive employment list for the class of *(name of class) in accordance with the provisions of the  Municipal Fire and Police Civil Service Law and the rules of the *(name of civil service board) Civil Service Board.

Application forms may be obtained from *(name of person and title), at the *(name of building) located at *(address).

Completed applications and the required attachments must be received by *(name) at the address listed above or mailed to *(address), *(application deadline), at midnight.  Approved applicants will be notified of the exact date, time, and place of the examination at least five (5) days prior to the examination date.

QUALIFICATION REQUIREMENTS
*(list the qualification requirements that your board has adopted for that class).

By direction of the chairman:

*(name), Secretary

Post at all stations *(beginning date), through *(ending date – must be at least 30 calendar days)

DO NOT REMOVE BY ORDER OF

THE *(name of civil service board) CIVIL SERVICE BOARD
THE CITY OF *(name) IS AN EQUAL OPPORTUNITY EMPLOYER

★  REMINDER  ★
(do not include this in your posting) 

The posting notice for a competitive examination must include all qualification requirements as adopted by your civil service board at the time of posting.

The posting notice for a competitive examination must include a list of all documents that the applicant is required to attach to the application for your board to verify he/she meets the qualification requirements of the class. (examples:  copy of high school diploma or GED equivalency certificate, copy of driver's license, etc.)  Must post this notice for at least thirty (30) days.
