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Click here to enter a date.
MEMORANDUM

TO:
Name, Title,       Division, Department of      
FROM:
Name, Title,       Division, Department of      
RE:
Assignment to Special Duty 

Congratulations on your special duty assignment to the position of      [title] with our department.   We are pleased that you’ve accepted this special assignment.  We hope that you find these new duties challenging, rewarding, and that they provide you an opportunity for growth.  
[During your assignment, you will be responsible for duties associated with the position for 100% of the time assigned.]  

You will meet with      [name],      [title] and me to review your role and duties during this interim assignment.  As a       [SD title], you will be responsible for a variety of duties, including but not limited to the following:

· .
· .
· .
· .
· And other [managerial] duties as assigned.
Your acceptance of the assignment is very much appreciated and I look forward to continuing to work with you in your new role.   Your success is very important to me and our management team, so please do not hesitate to seek clarification of duties or ask additional questions about this assignment.  Again, we hope this assignment provides an opportunity for you to enhance and acquire new skills, gain valuable experiences, and provide you with professional development.
Attached are the employment details of this special duty assignment. If you have any questions, please contact      [name(s)] at      [phone/email, etc.].  

Thank you!
     [name]
     [title]
cc:

Personnel/Payroll File
Summary of Employment Details:


Base Job Title:      
Special Duty Job Title:      
Start Date: Click here to enter a date.
End Date: Click here to enter a date.
OR: Duration: 5/12/2014
to 11/14/2014
Salary/wage      , Range       Step      

(add info re: increases per CBA?)
Reporting to:     
Primary Work Location:      
Hours of work (normal hours):       to        (or “40 hours per week”?) 
FLSA status:      
Executive leave?????

Union status:       Union name:       (dues amount? % of salary?)
Important information regarding special duty assignments:

· You will be paid the special duty rate for all leave time while in the special duty assignment
· At the conclusion of the assignment, your classification and compensation will revert to their usual (base) rate. 

· Because you are an employee whose base classification is FLSA-Non-exempt and who is assigned to work special duty in a higher classification which is FLSA-exempt, you will be assigned special duty in one-week increments

· The assignment will not confer any new privilege, right of appeal, right of position, transfer, demotion, promotion or reinstatement. 

· In accordance with King County policies and our collective bargaining agreement, all license fees and special pays paid by the County in your base classification will continue while assigned special duty.   

· You must communicate with your business representative with respect to your base classification’s union dues.

· Should you be on leave for more than 30 days, your special duty assignment will cease and your pay rate will revert to your former pay rate.  

· The assignment may be revoked at any time.  
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