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	 MEMORANDUM



	To, from, date, subject
	To:


From:


Date:


Subject:
OUT-OF-CLASS ASSIGNMENT APPROVAL


	Purpose
	This memorandum is to inform you that we are approving the (insert Program name) request to compensate you for duties to be performed at the (insert OOC title), which is in compliance to Bargaining Unit (#) Contract provisions.


	Timeframe
	You are being compensated for the timeframe of July 1, 2002 to October 31, 2002.


	Rate of pay
	As provided under Bargaining Unit (#) contract, you will receive the rate of pay you would have received pursuant to Title 2 California Code of Regulations Sections 599.673, 599.674, or 599.676 if appointed to the higher classification.


	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

