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Reclassification Request Form

Based on procedure 443.3, a supervisor may request that the Human Resources Department perform an audit of a position for possible reclassification for the following reasons (please check one).

 FORMCHECKBOX 
 Reclassify a filled position to a new classification at a higher salary range.

 FORMCHECKBOX 
 Reclassify a filled position to a new classification at the same salary range.

 FORMCHECKBOX 
 Reclassify a filled position to a new classification at a lower salary range.

 FORMCHECKBOX 
 Reclassification of a vacant position, to a different classification and/or salary range (higher or lower) based on changes to the job description. 

 FORMCHECKBOX 
 Salary Adjustment Only, within current classification.  The salary adjustment is based on (check those that apply):  FORMCHECKBOX 
 Equity,  FORMCHECKBOX 
 Market,  FORMCHECKBOX 
 Job growth within classification.

1. Employee Information:

	Name:      
	Department:      
	Hire date:      

	FTE:      
	Performance rating from last appraisal:      


II.  Proposed Changes:  Proposed pay rate, range and classification are optional.  You may leave blank if you do not have a specific request. Proposed new job description is required. 

	Current pay rate: $      
	Proposed pay rate: $      

	Current salary range:      
	Proposed salary range:      

	Current classification:      
	Proposed classification:      


 FORMCHECKBOX 
  Revised job description is attached with reference to new or changed responsibilities and percentages.

III. Reclassification Justification.  Include what has caused the need for a reclassification audit at this time and how the proposal fits with department or college mission and goals. 
	     



IV. Approval Signatures:  The following signatures are required prior to a review by the Human Resources Department.
	Approval
	Signature
	Date:

	Supervisor
	
	

	Department Chair or Director
	
	

	Dean or Vice President


	
	


Upon completion please forward to the HR Department
Form revised: 8-21-01


