MEMORANDUM

TO:






, HR Officer

FROM:




, Supervisor/Program Director

DATE:






SUBJECT:
Non-Competitive Reclassification


This is to advise that in accordance with the Non-Competitive Guidelines the employee listed below is performing the full range of duties and meets the minimum qualification of the requested classification.  Please process the non-competitive reclassification for the following employee:

Name:






W#:






Current Class:




  Requested Class:




Effective Date:




Attachment – Updated MS 100

cc:
Personnel File
