REQUEST for CLASSIFICATION REVIEW or 

IN-RANGE  CHECKLIST

The following documents are necessary for the submission of a classification or in-range request. Ensure your memo indicates the type of action being requested. The questions following each item will ensure that these documents are complete and will alleviate possible delays in the review of your request.

1. Request for Classification Review /In-Range Action by Memorandum

	_____
	Does the memo explain the change in duties and responsibilities for an existing position? This is your justification for the request.

	_____
	Does the memo document that funding for this action has been secured and approved by Fiscal?

	_____
	If the request is for an in-range adjustment, complete the in-range adjustment form and attach it to your request.


2. Job Description

	_____
	Has the correct job description form been used (OSSOG-93 for Office Support, PD102R for all others)? 

	_____
	Does the job description accurately portray the current duties and responsibilities of the position?

	_____
	Does the job description include the changes to the position?  

	_____
	Has the job description been signed by the Employee (if filled), immediate Supervisor, and Division Director?


3. Organizational chart

	_____
	Does the o-chart reflect the reporting relationship of the subject position as well as other positions around it?

	_____
	Does the o-chart include official classification titles and position numbers?

	_____
	Has the o-chart been signed and dated by management?


The completed request should be forwarded to the CCPS Human Resources Office in the Archdale Building.  If you have any questions, please call (919) 733-4080.
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