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	Sample Letter


MEMORANDUM

DATE:

((date))
TO:

Jessica Knieling, Chief Human Resources Officer


Chief Human Resources Office


Department of Administrative Services
FROM:

((Name, Director)), 
((Agency))
SUBJECT:
Appointing Authority
In accordance with ORS 240.400, I designate the following individual(s) to act as the appointing authority in the ((Division/Agency)) effective ((date)).  This memo supersedes any previous appointing authority designation on file for the ((Division/Agency)).

The following individuals are designated to act as appointing authorities:

((Names))

The following individuals are no longer designated as appointing authorities:

((Names))

	APPROVAL SIGNATURE


	DIRECTOR’S PRINTED NAME
	
	AGENCY


	DIRECTOR’S SIGNATURE
	
	DATE


