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Rule 124-5-01 Filing and contents of appeals.
Effective: March 24, 2014

(A) An appeal isfiled when it isreceived in writing and time stamped by the office of the state
personnel board of review or when it is received by electronic transmission of information to the
designated email address of the board or the board's fax equipment. Any appeal received after five
p.m. on abusiness day, or received at any time on anon-business day, shall be considered to be filed
on the next business day. The date and time of receipt of an appeal filed electronically isthetime
stamp provided by the state personnel board of review's email system or fax equipment; the time
stamp provided by any other computer system or equipment shall not alter the time of receipt.

(B) Notices of appeal shall include the following information:

(1) The appellant's name, mailing address, email address, if applicable, and tel ephone number; and
(2) The name, mailing address, and telephone number of the appointing authority; and

(3) A description or summary of the action which is being appealed.

(4) An appeal filed electronically shall contain an electronic signature or an /s/ notation followed by
the name of thefiler.

(C) Appellants shall notify the state personnel board of review of any change of address during the
pendency of an appeal.

(D) If thereisadefect in filing due to the failure of the state personnel board of review's equipment,

the board may waive such defect if no undue prejudice would result.
(E) Any party or representative who lacks the capability to send or receive documents electronically

must file awritten letter with the state personnel board of review requesting relief from electronic
service of documents. The party or representative requesting relief shall show good cause why it is
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not feasible to send or receive documents electronically.
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