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MEMORANDUM
TO
:
Bernadette Bernally, Human Resources Director



Department of Personnel Management

From
:
________________________________________



Program Manager



Department/Division

DATE 
:

SUBJECT
:
Request for Automation of Employee Assignments
This Memorandum is to request automation of extension of assignments resulting from a new budget or change in business unit for the following business unit(s):

	To Be Completed By Program/Department
	To Be Completed by OMB/Contracts and Grants

	Old Business Unit Number
	New Business

Unit Number
	Budget End Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The following signatures authorizes the Department of Personnel Management to automate the extension of assignments based on the information provided above for those employees who meet the requirements for automation as outlined in the guidelines.
_________________________________


______________________________

Division Director’s Signature




Contracting Officer’s Signature

AUTHORIZATION FOR EXPENDITURE OF FUNDS:
__________________________________
Controller’s Signature
DPM APPROVAL

_____________________________
HR Director’s Signature
