[TO BE COPIED/PASTED ON AGENCY LETTERHEAD]

(Insert Date)
Mary Elizabeth Harrod, Commissioner

Department of Human Resources Administration

Personnel Cabinet

501 High Street, 3rd Floor

Frankfort, KY 40601

Dear Commissioner Harrod, 

As the Agency Head/Designee for the       (Insert Agency Name)         , I am requesting an exception to the Personnel Administration procedure that states:
No one may submit a Personnel Cabinet Systems Request Form requesting access or an increase in authority for themselves for their own ID. For example, if the request is for a Designated Agency Security Contact, then an Agency Head/Designee or a Designated Security Contact must email the form with their name in the “Requestor” field.

Please contact me should you need further information or have any questions.

Thank you for your consideration of this request.

Sincerely, 

_____________________________________


Agency Head/Designee Signature

	     

	Agency Head/Designee Name (Printed Electronically)

	     

	Title/Position
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