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DAS Budget and Management and HRSD Class & Comp are now requiring answers to the following questions when classification pre-review documents are submitted to HRSD for approval.  Please submit answers to the following questions when you submit your Request for Classification Change information to DOC HR, Classification Unit.  
· Cover memo supporting the plan that addresses the following elements:
· Problem definition (what has changed since 2011-13 Legislatively Approved Budget?)
· Alternatives considered, such as reducing duties, double-filling, working out of class, etc.
· Proposed solution
· Expected outcomes
· How does this action fit with the agency’s long-range, strategic staffing plan?
· Are the positions proposed for demotion, elimination, or reduction in months, vacant?  Why?
· What will the agency do if this classification change is not approved?


· Notes: 
1. Without this memo, the request will be put on hold until the required documentation is received.
2. If you are an employee submitting the request, provide as much of the information requested above as possible.  However, it is not expected you will have all of it.
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