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 EXAMPLE LETTER

PETITIONING FOR ESTABLISHMENT OF 
ADDITIONAL POLICY MAKING POSITION

(From the Secretary of the Personnel Cabinet to the Personnel Board)

[To be printed on Agency’s Letterhead]
[DATE]

________________, Secretary

Personnel Cabinet

State Office Building, 3rd Floor

Frankfort, KY 40601

Dear Secretary ____________,

I am requesting that you support and recommend to the Personnel Board the establishment of a [title of requested classification] position in the [cite organizational location].  This position will be a policy making position and is being requested under the provision of KRS 18A.115(i)(h).

[Paragraph citing organizational necessity for an additional policy maker and the policy nature of the work to be performed]

I am enclosing a copy of the agency’s current non-merit structure, and a copy of the proposed non-merit structure with the proposed position clearly marked.

If you need additional information on this request, please contact me.

Sincerely,

cc:
Secretary, Personnel Cabinet

Personnel File

PC/DHRA/DEM

March 2011

