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Mr Z Monakali
Head of Department

Department of Agriculture, Environmental Affairs,

Land Reform and Rural Development

90 Long Street

KIMBERLEY

8301
Dear Mr Monakali 
RE:  REQUEST FOR APPOINTMENT OF MR / MS / DR ?? AS ACTING EXECUTIVE MANAGER FOR (PROGRAMME NAME ?) FOR (SPECIFY PERIOD ?)
I hereby which to request for the appointment of Mr / Ms / Dr ??, Senior Manager for Programme ?? as the Acting Executive Manager for the (specify period of ??).
Reason for acting appointment:  e.g. I will be on leave from (period), be out of the country etc.

Attached please find a draft acting letter for your consideration.
________________________
________________
MR / MS / DR ??
DATE
EXECUTIVE MANAGER:  (PROGRAMME NAME?)
APPROVED / NOT APPROVED for acting appointment of Mr / Ms / Dr ??? for (period).
_________________________
__________________

MR Z MONAKALI
DATE

HEAD OF DEPARTMENT

Mr / Ms / Dr ??

Senior Manager:  Programme
Department of Agriculture, Environmental Affairs,

Land Reform and Rural Development

90 Long Street

KIMBERLEY

8301
Dear Mr / Ms/ / Dr

RE:  APPOINTMENT AS ACTING EXECUTIVE MANAGER:  PROGRAMME NAME
You are hereby appointed as Acting Executive Manager for Programme name ?? for the period of ?? (specify period).  

You will be expected to perform all duties and functions associated with this position as well as execute powers and functions of the PFMA (Act No 1 of 1999) and Treasury Regulations during the acting period.

Yours faithfully

_________________________
__________________

MR Z MONAKALI
DATE

HEAD OF DEPARTMENT

I hereby accept the appointment of Acting Executive Manager for (Programme Name) for the period of (specify period).

________________________
________________
MR / MS / DR ??
DATE

EXECUTIVE MANAGER:  PROGRAMME NAME ?


