WORKSHEET FOR NONCOMPETITIVE PROMOTION

(This form should be saved as a Word document prior to entering data.)

1.  NAME OF INCUMBENT EMPLOYEE:  
2.  CURRENT JOB TITLE, SERIES, GRADE, AND POSITION NUMBER:  
3.  NEW JOB TITLE, SERIES, GRADE, POSITION NUMBER, AND RPA NUMBER:  
4.  BASIS OF JOB CHANGE (enter 'X' in applicable block):


REORGANIZATION FORMCHECKBOX 




RESTRUCTURE FORMCHECKBOX 




CONSOLIDATION OF DUTIES/MISSION CHANGE FORMCHECKBOX 


OTHER  (explain):       
5.   APPROVING OFFICIAL REVIEW POINTS:

a.  This position has been reclassified to a higher grade because of additional duties and responsibilities.  All of the following conditions have been met:


(1) There are no other employees at the same grade, in the unit supervised by the selecting official, who are performing duties substantially the same as those performed by the employee before the addition of the new duties and responsibilities.


(2) The employee will continue to perform the same basic functions found in the former position, and the duties of the former position are administratively absorbed into the new position.


(3) The addition of the duties and responsibilities does not result in an adverse impact on another encumbered position, such as abolishing the position or reducing the known promotion potential of another position.

(4)  If any condition above has not been met, give reason:        
     b.  Is this job change the result of an addition of supervisory duties to a non-supervisory job? (check one)     YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

c.
Does the new job have known promotion potential?  (check one)  YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

6.  APPROVING OFFICIAL SIGNATURE:        FORMTEXT 

                                                
    DATE: 
7.  CPOC REVIEW/CONCURRENCE:  

Employee meets all of the eligibility and qualification requirements for this position.

TYPED NAME INDICATES SIGNATURE:        DATE:       
2

