Reclassification Form
	Employee:
	Current Position:

	Department:
	Division:

	Proposed Job Title:
	Current Salary Band:


Requesting Department Section

· Attach the current job description with changes clearly marked for review. 

· Attach a current departmental organizational chart as well as a proposed chart.

· Attach written documentation stressing how the position has changed with regards to skills set, knowledge and/or supervision. (Note supervision means having responsibility for performance evaluations, goal setting and disciplinary action for full-time and/or part-time employees, not student workers). 

· Attach an updated resume of the incumbent

Department Director Signature/Date_______________________________________
Division Head Signature/Date_____________________________________________

Human Resources Section

 Check Required Documents:

______ Reclassification Form


______ Job Description (with changes marked)


______ Current Department Organizational Chart
______ Proposed Organizational Chart


______ Supporting Documentation

Incumbent’s Current Salary:_______________________
Incumbent’s Current Salary Band:_________________

	Salary Data Note Section: 




Budgetary Impact: 

General Increase Percentage: _______________________
Current Salary + General Increase: ___________________

Benefits on above ________________________________

Proposed Salary & Percent _________________________
Benefits on Proposed Salary ________________________

Reclassification Amount ___________________________
Human Resources Director ________________________________________________________

Department Director _____________________________________________________________

Division Head ___________________________________________________________________

Reclassification Approved 

Yes

No

Comments: 

