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Instructions:

The table below lists the supporting documentation needed for Classification & Compensation Services’ (CCS) actions. MPP
actions may vary.

Supporting Documentation

'The request will need to include a statement about incumbent’s overall performance and funding source. 2Written notice needs to be
provided to the employee within the appropriate CBA guidelines. These guidelines can be found in each CBA, or on the document
Notification Time Frames on Class & Comp Services’ Resources webpage. Class & Comp sends out official notices to employees
after the approvals have been completed. *Employee and Labor Relations (ELR) may need to provide the department with a written
notification approving the permanent reassignment. “A conversation needs to take place with Class & Comp Services and Employee
& Labor Relations for appropriate action before an employee is contacted and/or placed in a reassignment to ensure appropriateness.
A resume may also be needed to ensure that the employee meets the minimum qualifications.
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