REQUEST FOR RECLASSIFICATION BY DIRECTOR'S APPROVAL (RDA)
(Send Form to Personnel Commission After Administrative Approval.)
	1.
	Request change:
	From:
	     

	
	
	To:
	                                        (Class Title)

     

	.
	
	
	                                        (Class Title)



	2.
	Regular incumbent:
	     
	Personnel Number:
	     
	Position Number:
	     


	Funding Source for additional cost, if any:
	Fund:
	     
	Functional Area:
	     
	Cost Center:
	     


	Commitment Item:
	     

	3.
	If position is vacant, name and employee number of most recent incumbent:
	     


	4.
	Location of position:
	     
	     
	     

	
	
	                                     School
	Location Code
	ESC

	     
	     

	(Complex, Section, Unit or Office)
	(Local District and/or Division)


	5.
	Immediate supervisor of the position:
	     
	     

	
	
	(Name)
	(Title)


	6.
	Requested effective date (may not be retroactive): 
	     


	7.
	What are the major duties of the position and percentage of time spent performing these duties?  Be sure to include those which are the basis of reclassification.  (Continue on reverse side if necessary)

	
	     

	8.
	What changes have taken place in the duties and responsibilities, the nature of supervision received and/or exercised, or the skills and abilities required which are for basis of requesting a change in classification?  (Continue on reverse side if necessary.

	
	     

	9.
	Education Service Center Administrator or Division Head:
	
	     

	
	
	Signature
	Date


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . FOR PERSONNEL COMMISSION STAFF USE ONLY.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
	10.
	RDA Series:
	
	No.


	11.
	It is recommended that the position identified above be reclassified to:

	
	     
	Effective:      


	12.
	Status of incumbent:
	     


	13.
	Signed:
	
	Date:
	     

	14.
	Approved:
	
	Date:
	     

	15.
	Date ratified by the Personnel Commission:
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