NOTICE OF CHANGE IN SUPERVISOR
<Date>
Dear <Name>;

This letter is to inform you that effective <Date>, your position-<Classification/Title> at the University of Maryland, Baltimore, in the operational area of <operational area, e.g. XXX laboratory> in the Department of <Department Name> will be reporting to <Name of Supervisor, Classification/Title>.  Please report to <Supervisor’s name> for work assignments and all other requests and concerns related to your position.

Please provide your signature below as verification that you have received this letter of notification.  A copy will be provided to you.  Your title and salary will remain the same.  If you have questions, please feel free to contact your new supervisor or your Human Resources Manager.

Sincerely,

Human Resources Manager

CC: 
 Employee’s New Supervisor

 Human Resources Service Center
Employee Signature






Date

