
Classification Review Process

Final PDQ must be signed 
by employee and 

supervisor(s) and include 
current organizational chart

Department identifies need to 
review classification

4/12/05

Department completes PARF (Position 
Action Request Form) to request 

classification review

Department completes Job Description 
(PDQ) and submits to HRS

HRS Analyst conducts job analysis and 
determines appropriate classification

HRS Analyst prepares classification 
recommendation & submits to DHR

Budget Office notified of classification 
action

Action sent to HRS Processors for 
implementation and update of 

databases

Action Implemented

LEGEND:
D/D – Department Director or Dean
P/VP/P – President, appropriate Vice President or Provost
DHR – State Division of Human Resources

PARF requires approval from 
D/D and P/VP/P

DHR reviews recommendation 

No - DHR doesn’t approve 
recommendation

Yes - DHR approves 
recommendation

HRS Analyst provides 
additional information and 

negotiates classification level

HRS Coordinates 
testing process if 
required by DHR

HRS calculates budget impact, 
prepares summary report for 

P/VP/P & requests 
permission to proceed

No Change 
in Classification

Yes 
=Classification

Changes

DHR determines 
whether or not to 
require testing of 

incumbent

Department notified of classification 
decision and salary change (if 

incumbent in position)

HRS 
communicates 

with department 
re: position is 

properly classified 

PVP/P gives approval to 
proceed
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