MARYLAND DEPARTMENT OF BUDGET AND MANAGEMENT

OFFICE OF PERSONNEL SERVICES AND BENEFITS

DIVISION OF CLASSIFICATION AND SALARY


REQUEST FOR RECLASSIFICATION OF A POSITION

	DEPARTMENT:
	     
	APPROPRIATION CODE:
	     

	PIN:
	     
	INCUMBENT: 
	     

	PRESENT CLASS:
	     
	CLASS CODE:
	    

	REQUESTED  CLASS:
	     
	CLASS CODE:
	    

	
	
	
	

	 SELECTION METHOD FOR SKILLED AND PROFESSIONAL SERVICE POSITIONS 

(Not Applicable to Special Appointment and Management Service Positions)

	Must Check One:
	RULE .02
	 FORMCHECKBOX 

	ELIGIBLE LIST
	 FORMCHECKBOX 

	

	Does the employee meet the minimum qualifications of the requested classification?     FORMCHECKBOX 
 YES       FORMCHECKBOX 
 NO       FORMCHECKBOX 
Not Applicable

	In accordance with COMAR 17.04.02.07 (a), the effective date may not be earlier 

than one year before the date reclassification is authorized.                                       REQUESTED EFFECTIVE DATE:        

	APPLICATION OF SALARY GUIDELINE 11:
	One Grade Increase       (6 %) SALARY/STEP:
	     
	Two or More Grade Increase (12%) SALARY/STEP:
	     

	AGENCY CERTIFIES  FUNDING  
	COST FOR CURRENT FISCAL YEAR:
	     


	IS AVAILABLE FOR RECLASS:       FORMCHECKBOX 
 YES       FORMCHECKBOX 
 NO 
	COST FOR NEXT FISCAL YEAR:
	     

	
	

	REQUIRED INFORMATION TO EXPEDITE THE EVALUATION OF REQUEST

	Has the position been permanently assigned new duties?
	NO:  FORMCHECKBOX 

	      YES:  FORMCHECKBOX 

	Date  new duties assigned:
	     

	Are there other positions in the agency that perform similar duties?
	NO:  FORMCHECKBOX 

	YES:  FORMCHECKBOX 
 -
	List PINs: 
	     

	How has the position changed?

(check all that apply)
	 FORMCHECKBOX 
 new supervisory/managerial duties    FORMCHECKBOX 
assumed duties of PIN           FORMCHECKBOX 
reorganization    FORMCHECKBOX 
different job        

 FORMCHECKBOX 
 other new or increased duties    Briefly describe/explain:               

          

	If the requested class is in the administrative specialist/officer or administrator series is it because the:
	 FORMCHECKBOX 
  job is mixture or combination of different functions not applicable to any one classification .   

 FORMCHECKBOX 
  incumbent does not meet the minimum qualifications for the                                          class that may be  more appropriate to job duties.

	MS-22 Attached:   FORMCHECKBOX 
 YES
	                 Organization Chart Attached:  FORMCHECKBOX 
 YES
	
	MS-44 Attached:  FORMCHECKBOX 
 YES

	Previous/Last MS-22 Attached:   FORMCHECKBOX 
  YES     
	If Applicable, Previous/Last Study Attached: FORMCHECKBOX 
 YES
	
	MS-310 Submitted:  FORMCHECKBOX 
 YES

	 Incumbent Work Phone:
	
	Best time to call:
	
	Work Email:
	

	 Supervisor Work Phone: 
	
	Best time to call:
	     
	Work Email:
	

	
	
	
	

	AUTHORIZED AGENCY PERSONNEL/HR SIGNATURE:
	     
	DATE:
	     

	
	
	
	

	TITLE :
	

	
	Scanned MS-2024, MS-22 and MS-44 forms may be emailed to cas@dbm.state.md.us
	
	
	


RESULTS OF POSITION RECLASSIFICATION JOB EVALUATION STUDY

{For DBM Use Only}
	RECLASSIFICATION AUTHORIZED AS REQUESTED:
	
	MS-310 APPROVED FOR PROCESSING:
	

	OTHER THAN REQUESTED:
	
	Class:
	Code:
	

	MS-310 RETURNED FOR CHANGE OR CORRECTION:
	
	

	APPROPRIATE TO CURRENT CLASSIFICATION:
	
	POSITION FROZEN:
	
	See Correspondence:
	

	NO ACTION AT THIS TIME, POSITION FROZEN:
	
	
	

	MS -310 CANCELLED/RETURNED TO AGENCY:
	
	INCOMPLETE REQUEST RETURNED TO AGENCY:
	








	
	
	

	AUTHORIZED SIGNATURE, DIVISION OF CLASSIFICATION AND SALARY
	
	DATE AUTHORIZED


   MS-2024 Form   DBM-OPSB-CAS (7/1/2009)                     

