
Sample Letter

Appointing Authority Letter

TO:

Donna Sandoval Bennett, Chief HR Officer


Human Resource Services Division



Department of Administrative Services

FROM:
     
Name, Director

​​​​​​​​​​​​​​​​​​​




Agency
SUBJECT:
Appointing Authority

In accordance with ORS 240.400, I designate the following individuals to act as appointing authority in the       (Division/Agency) effective 
The following individuals are designated to act as appointing authorities:

	     


The following individuals are no longer designated as appointing authorities:

	     


Approved:






Date:


Director’s Printed Signature









Director’s Signature

Agency


01/12/12

