Language for Rotation Assignment Notification

Cohort 6

EMAIL TO PARTICIPANTS: ASSIGNMENT AND ORIENTATION
Subject:  PMC Rotations Program - Assignment and Orientation
Congratulations on your participation in the PMC Interagency Rotation Program cohort beginning on Monday, April 7, 2014 and ending Friday, September 26, 2014.  I’m delighted to report that you’ve been selected for a position at (Department/Agency Name) as a (Title of Position).

To help you prepare for your upcoming assignment, we’re hosting an informative orientation session for participants, host supervisors, and home supervisors.  Please mark your calendar:
Tuesday, March 25, 2:00 – 4:00 pm 

U.S. Office of Personnel Management – Auditorium 

1900 E St NW, Washington, DC 20415 

In this session, you’ll meet your host supervisor and other participants, hear more about the program, and have a chance to ask any question you might have.

If you have questions in the meantime, please let me know.  Thank you for your involvement in this program!
EMAIL TO HOST SUPERVISOR:  FINAL MATCH, HOLD DATE FOR ORIENTATION (2 attachments)
Subject:  PMC Rotations Program – Assignment Match and Orientation
(Name of host supervisor),

I’m pleased to report that we identified a match for your PMC Interagency Rotation Program assignment: (Name of participant) from (name of agency).  You may want to reach out in the next week or so to offer congratulations.  The contact information is: (participant email address/phone).  The assignment will be from Monday, April 7, 2014—Friday, September 26, 2014. 
 

I attached two documents to help you in your role as a host supervisor:

· Rotation Agreement Template.  Please complete the highlighted areas, enter your contact information, and sign on the second page.  

· Rotation Onboarding Checklist.  Please review the list of recommendations to prepare for your rotation participant both before and during the assignment.

I also hope you can join us for an informative orientation session for participants and host supervisors.  (If you’re unable to attend, it’s very important to send a representative in your place.)  Please mark your calendar:

Tuesday, March 25, 2:00 – 4:00 pm 

U.S. Office of Personnel Management – Auditorium 

1900 E St NW, Washington, DC 20415 

If you have questions in the meantime, please let me know.  Thank you for your involvement in this program!

EMAIL TO HOME SUPERVISOR:  FINAL MATCH, ORIENTATION, ROTATION AGREEMENT (1 attachment)
Subject:  PMC Rotations Program - Assignment and Orientation
(Name of home supervisor),

I’m pleased to report that we matched (participant name) to a great assignment at (agency name) for a 6-month rotation through the President’s Management Council Interagency Rotation Program.  The assignment will be from Monday, April 7, 2014—Friday, September 26, 2014.  I’m thrilled for (him/her) – and grateful to you for your support of the program.
To prepare participants and their supervisors for the upcoming assignments, we’re hosting an informative orientation session.  It’s important that you attend to understand your role in the program and meet (participant name)’s “host” supervisor.  Please mark your calendar:

Tuesday, March 25, 2:00 – 4:00 pm 

U.S. Office of Personnel Management – Auditorium 

1900 E St NW, Washington, DC 20415 

Additionally, the host agency will be in touch in the next few weeks to complete a Rotation Agreement, outlining expectations.  I attached the template for your reference.

I recognize how difficult it will be for you to manage without (participant name) in the office and thank you again for your willingness to provide this opportunity.  We could not run this program without you, and we’re grateful for your involvement and support.

Please let me know if you have any questions or if there is anything I can do to help.

EMAIL TO POTENTIAL HOST SUPERVISOR:  NO MATCH (if applicable)
Subject:  PMC Rotations Program Update
(Name of supervisor who offered to host a participant),
I’m sorry to say we did not find a suitable match for your proposed rotational assignment.  We could not implement this program without supportive supervisors like you, and I appreciate your willingness to host a participant.  

We’re planning another cohort in the fall, and I hope you’ll consider offering a role then.  If your project is suitable for executive-level work, you could potentially submit a description to OPM for a candidate development program assignment.  If that’s of interest, please contact Cindy Reynolds at cynthia.reynolds@opm.gov.   
Please let me know if you have any questions or suggestions for the next round.  Thanks again for participating in the process.  

