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U.S. Geological Survey Manual

Appendix A
Part 302, Chapter 1

Memorandum

To:

From:

Subject:  Designation of Successors for Supervisors

The following positions in the [office/organization] will automatically succeed the head of the [office/organization] in the absence of the incumbent head and in the order listed.  Incumbents in all of the positions listed are hereby delegated the authority to perform all duties and responsibilities of the head of the office/organization when required to ensure continued, uninterrupted direction and supervision and to perform essential functions and activities of the office.  The authority to act as the head of [name of organization] may be exercised only when an official in one of the following positions is reasonably certain that no supervisor on the list is able and available to exercise the authority and when the nature of the situation requires immediate action.  Individuals acting as successors will be relieved of authority as soon as a superior on the list is available, able, and assumes the role of successor, or when an official with the requisite authority designates a permanent or acting head of the office.  Individuals exercising the authority of the head of the office will keep a record of important actions taken and the period during which they have exercised that authority.

Position One:

Position Two:

Position Three:

Position Four:

Position Five:

Name and title of the Head of the Office:

Signature of the Head of the Office: ____________________________ Date: __________

Concur:

Attachment:  List of incumbents to above positions.
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