MEMORANDUM

          State of Alaska

Department of Transportation & Public Facilities

[Division Name] 

	TO:
	[Name of employee appointed to act]
	DATE:
	[Today’s date]

	
	
	
	

	
	
	FAX NO:
	(907) XXX-XXXX

	
	
	TELEPHONE NO:
	(907) XXX-XXXX

	
	
	
	

	FROM:
	[Name and signature of director
]
	SUBJECT:
	Delegation of authority to act in PCN 25-XXXX

	
	[Title]

	
	


You are delegated the authority to act as a [job class title] in PCN [number] for [organizational unit] beginning [date] and ending [date]. [If either date is uncertain, explain as well as you can. Issue a written notification of exact ending date when it is known.] You are authorized to perform all duties of this position [except… (if applicable)]. While you are in acting status, you will report to [supervisor].

Since this assignment is for [GG and KK:  15 or more calendar days] [SU:  more than 10 consecutive working days], you will be compensated in accordance with [GG:  Article 21.06] [SU:  Article 24.7] [KK:  Article 13.09] of the [bargaining unit name] agreement retroactive to the first day of the assignment. You will be paid at the step in the higher range that would be appropriate in the case of a promotion. Accrued leave used or cashed out while in acting status will be paid at your regular rate of pay.

If you have technical questions about your acting status, please consult with DOT&PF Human Resources Section.

Thank you for assuming these additional duties. It is greatly appreciated.

cc:  
[Employee in higher PCN if it is only temporarily vacant]


[Acting employee’s regular supervisor]


[Acting employee’s supervisor while in higher range position]


[DOT&PF Human Resources Section]

� Director means regional or division director, system director or manager, statewide M&O engineer, or chief contracts officer.








