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POSITION RECLASSIFICATION/SALARY ADJUSTMENT REQUEST FORM
	Section 1: Indicate Reason for Request

	 FORMCHECKBOX 
  Position Reclassification                                   FORMCHECKBOX 
  Salary Adjustment                                     FORMCHECKBOX 
 Title Change Only


	Section 2: Incumbent and Department

	Employee Name:
	     
	T Number:
	     

	Department:
	     
	Department Org:
	     

	College/Division:
	     


	Section 3: Position and Salary

	Current (Please attach job description)
	Proposed (Please attach job description and resume of incumbent)

	Position Number
	     
	Proposed Position Number:
	     

	Position Title
	     
	Position Title
	     

	Functional Title
	     
	Functional Title
	     

	Classification
	     
	Classification
	     

	Current Salary
	     
	Salary*
	     

	Number of years in current position
	     
	Budget Requested
	     

	Date of last salary increase
	     
	Funding Source
	     

	Salary at the end of last fiscal year
	     
	Proposed Effective Date
	     


	Section 4: Justification (additional pages may be attached)

	     


	Section 5: Department/Unit Signature

	Department/Unit Head (Print Name):
	     

	Signature:
	
	Date:
	

	Vice Chancellor (Print Name):
	     


	Section 6: HR Position and/or Salary Verification

	Current number of positions filled for proposed title:
	     
	Number of vacancies:
	     

	Line Item Max:
	     
	Above Line Item Max Approval Required?
	     

	HR suggested proposed title:
	     
	Number of vacancies:
	     

	Line Item Max:
	     
	Above Line Item Max Approval Required?
	     

	Comments:

	HR Representative Signature:
	
	Date:
	

	Chief Human Resources Officer Signature:
	
	Date:
	


	Section 7: Approvals

	VC Signature:
	
	Date:
	

	Vice Chancellor’s Approved Effective Date:
	

	Chancellor’s Signature:
	
	Date:
	


	Section 8: HR Position Number Assignment

	New Position Number:
	
	HR Representative Signature:
	


*If the incumbent is classified and the proposed title is classified, the proposed salary should be a 10% increase from the current salary OR the entry level for the proposed title – whichever is greater.  If the proposed title is non-classified, the proposed salary should not exceed the line item maximum.
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