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Class/Comp
CURRENT Position and Employee Data 
FROM  
(To be completed by manager requesting the change.) 
Position Description  The position description (PD) submitted will be the position description of record; the PD of record will be used to determine classification change. No other PD will be considered. Therefore, PDs must clearly describe the duties of the position. PDs must be current and up-to-date; signed by the supervisor and appointing authority; not more than one year old.  Must show CURRENT position information in section 1.
 
Organizational Chart  Show position and at least two levels of supervision above the subject position;  identify all other positions directly reporting to the same supervisor; and identify all positions directly supervised by this position.  Include classification names/number and position number for each position.
Letter of Justification   A narrative describing fundamental changes to position that warrant review, 
i.e.: restructure/reorg, supervisory responsibilities, additional duties/assignments. List primary focus and changes to duties that justify proposed reclass.
 
*****Proposed Finance Plan   If the reclassification is approved by DOC Class/Comp and DAS Class/Comp, then the manager will need to work with DOC Budget Analyst to draft a permanent financing plan (PFP) to support the cost of the different classification.  A delay in creating a PFP could result in an employee not having access to higher pay.  
 
(See HR Division Forms website: http://www.oregon.gov/DOC/HR/pages/hrs_forms.aspx)
 
All five attachments must be submitted with this form to the Classification Unit at Brentwood, before work on classification will begin. 
Required Attachments
Action Requested
 (Check one) 
Establish Position
Reclassification:
Abolish Position
Proposed Reclass
	PrintButton1: 
	designer__defaultHyphenation: 
	ReprCde: 
	ClassCode: 
	ClassificationName: 
	CostCenter: 
	FunctUnitSection: 
	RDC: 
	InstFacility: 
	ClassificationTitle: 
	WorkingTitle: 
	Incumbent: 
	PositionNo: 
	MgrName: 
	DateofRequest: 
	PhNumber: 
	FunctionalUnit: 
	ChkOrgChart: 
	ChkProposedFinancePlan: 
	ChkPositionDesc: 
	EstablishPositionChkBx: 
	UpChkBx: 
	DownChkBx: 
	EqualChkBx: 
	AbolishPositionChkBx: 



