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NOTIFICATION OF APPOINTMENT

I.
PURPOSE:

To provide notification to individuals selected for appointment to positions in the Department.

II.
SCOPE:

Departmentwide.

III.
VERBAL NOTIFICATION:

Verbal notice of employment should be given to the individual selected by the manager/supervisor with the prior approval of the Office of Human Resources (OHR).  Managers/supervisors are not authorized to make commitments regarding future salary increases or promotions since these actions are subject to available funds, employee performance and qualifications, and applicable merit system rules.  Information relating to salary, start date, and probationary increase should be submitted to OHR via the confirmation of acceptance memo.

IV.
OFFICIAL NOTIFICATION PROCEDURE:

A.
Individuals selected for initial employment will be officially notified in writing by the Office of Human Resources.  

B.
Notices will include the official class title, monthly rate of pay, location of the position, date of appointment and information relating to the probationary period.
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