
 
 
 
 
 
 

Department of Administration 

 
Cavalier Johnson 
Mayor 

 

Preston D. Cole 
Director 

March 15, 2024 
 
City Service 
Commission 
Department of 
Employee Relations City 
Hall, Room 706 

 
Re: Request to Extend Temporary Appointment – Arlisia McHenry 

 
Dear City Service Commissioners 

 
The Office of Department of Administration (DOA) requests the extension of the 
temporary appointment for Ms. Arlisia McHenry, Mayor Office Liaison. The original 
temporary appointment began January 8, 2024 and will expire on March 3, 2024. We 
are requesting the temporary appointment be retroactive from March 4, 2024 and be 
extended through December 31, 2024. This is our first extension request. 

 
Ms. McHenry previously held this position prior to her retirement in April of 2023. This 
position is key to the DOA and the Mayor’s Office.  It assists with overseeing critical 
activities in the DOA and Mayor’s Office to ensure administrative efficiency, strong public 
relations and accountability.  Ms. McHenry previously held this position prior to her 
retirement in April of 2023, and she is uniquely qualified to assume this role. Additionally, 
this position will allow the important work to continue and affords the DOA the 
opportunity to begin working with their internal divisions regarding infrastructure, 
recruitment processes and management training program. This will ultimately allow us to 
permanently fill vital roles while creating and maintaining procedures and processes with 
the most qualified candidate in the future. 

 
Thank you for your consideration. 

Best Regards, 

 
Preston D. Cole 
Director of the Department of Administration 
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R. 07.08.19

Department of Employee Relations 
200 E. Wells Street, Room 706 

Milwaukee, WI 53202-3554 

NOTICE OF TEMPORARY APPOINTMENT 
Rule IX, Section 2 of the Civil Service Rules allows a department to appoint a person to a position on a temporary basis.  A temporary appointment may 
be appropriate when services are for a limited period, or during the leave of absence of an employee who plans to return to the service of the city.  
Therefore a temporary appointment is limited to a period of 90 days, unless an extension is authorized by the City Service Commission. 

When making an employment offer for a temporary appointment, the appointing officer must submit this completed form to DER no later than the 
close of the pay period in which the temporary appointment has been made.  All temporary appointees must meet the minimum requirements 
established for the position to which the individual is appointed.  

      

 

AUTHORIZED POSITION TITLE PAY RANGE F&P COMMITTEE APPROVAL DATE            

UNDERFILL TITLE (IF APPLICABLE) PAY RANGE        

REASON FOR TEMPORARY APPOINTMENT EFFECTIVE DATE

 

ANTICIPATED EXPIRATION DATE  
During Leave of Absence of an employee who is expected to return   

To perform services of a temporary nature and for a limited period

 
            

ATTACH A COPY OF THE CURRENT JOB DESCRIPTION & A RESUME IN ADDITION TO COMPLETING THE INFORMATION BELOW

LAST NAME FIRST NAME INITIAL

T.A. RATE OF PAY

IS THIS INDIVIDUAL A CURRENT  
CITY OF MILWAUKEE EMPLOYEE? 

IF YES, CURRENT DEPARTMENT: CURRENT POSITION TITLE: EMPLOYEE ID NUMBER:

  No    Yes

EXPLAIN HOW THE INDIVIDUAL WAS SELECTED FOR THE APPOINTMENT, INCLUDING THE SELECTION PROCESS USED AND IF NOT FROM AN ELIGIBLE LIST, HOW 
THE INDIVIDUAL WAS IDENTIFIED AS A POTENTIAL TEMPORARY APPOINTEE: 

  

  

WAS THE INDIVIDUAL HIRED FROM AN ELIGIBLE LIST?

 

  

PROVIDE INFORMATION TO DEMONSTRATE HOW THE INDIVIDUAL MEETS THE MINIMUM REQUIREMENTS:

TRAINING AND EDUCATION: WORK EXPERIENCE: OTHER REQUIREMENTS (i.e. LICENSES) 

IS THE INDIVIDUAL BEING GIVEN THIS TEMPORARY APPOINTMENT RELATED BY BLOOD OR MARRIAGE TO THE APPOINTING OFFICER, ANY MEMBER OF THE 
APPOINTING BOARD OR BODY, DIRECT SUPERVISOR, OR TO ANY ELECTIVE OF APPOINTIVE CITY OFFICIAL?  (Refer to CSC Rule VIII, Section 10 regarding nepotism.) 

  No         Yes  –  Explain Relationship  

THIS TEMPORARY APPOINTMENT IS MADE IN ACCORDANCE WITH RULE IX, SECTION 2 OF THE CITY SERVICE COMMISSION AND IS LIMITED TO A PERIOD OF 90 
DAYS UNLESS AN EXTENSION IS APPROVED BY THE COMMISSION. 

REPORTING OFFICER SIGNATURE TITLE DATE 

APPROVING OFFICER SIGNATURE TITLE DATE 

THIS SECTION FOR DER REVIEW

DER REVIEW COMPLETED BY: SIGNATURE TITLE DATE 

REQUISITION #

PROVIDE AN EXPLANATION OF WHY THE TEMPORARY APPOINTMENT IS NEEDED:

           

DEPARTMENT/DIVISION

TEMPORARY APPOINTMENT / APPOINTEE DETAILS

SEND COMPLETED FORM AND SUPPORTING DOCUMENTATION TO DER, CITY HALL, ROOM 706 OR DERCERTIFICATION@MILWAUKEE.GOV 

Yes No If yes, Referral #
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