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	 MEMORANDUM



	To, from, date, subject
	To:


From:


Date:



Subject:
OUT-OF-CLASS ASSIGNMENT TERMINATION


	Purpose
	This memorandum is to inform you that your out-of-class assignment terminated at close-of-business on (insert date) because the position was filled effective (insert date).


	Rate of pay
	You have been returned to your regular pay rate effective (insert date).


	Overpayment
	If any overpayment has occurred, the Personnel Transactions Unit will take the necessary steps to correct this action.


	Conclusion
	If you have any questions, please contact me at (916) XXX-XXXX.


C&P ANALYST’S NAME

Classification and Pay Analyst

Cc:
Personnel Specialist


Program Personnel Liaison


Employee’s Supervisor


Official Personnel Folder


Out-of-Class Subject File


Labor Relations Office

