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PAGE 1: TO BE COMPLETED BY REQUESTING DEPARTMENT 
 

Step 1 – Select the Type of Position Request 
 Pay Grade Change 

ᵟ Other (list) -  
If Wage Adjustment ᵟ Market Adjustment ᵟ Equity Adjustment ᵟ Schedule Change ᵟ Promotion ᵟ Reclassification  ᵟ 

Pay Grade Change ᵟ Other (list)  
 

Step 2 - New Position Request or Current Position Details 
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PAGE 2: TO BE COMPLETED BY HUMAN RESOURCES, BUDGET, AND FINANCE 
 

Section 1 – Human Resources Recommendations and Approval 
Effective Date   Pay Group  
Job Code  


