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THE LANGUAGE USED IN THIS DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT
BETWEEN THE EMPLOYEE AND SOUTH CAROLINA STATE UNIVERSITY. THIS DOCUMENT DOES
NOT CREATE ANY CONTRACTUAL RIGHTS OR ENTITLEMENTS. THE UNIVERSITY RESERVES
THE RIGHT TO REVISE THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART. NO
PROMISES OR ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY TO OR
INCONSISTENT WITH THE TERMS OF THIS PARAGRAPH CREATE ANY CONTRACT OF
EMPLOYMENT.

TO RECLASSIFY A FILLED CLASSIFIED FTE POSITION

A. The department submits, through its appropriate administrative channels, a request to
reclassify a filled classified FTE position along with a Position Description (PD) and
organization chart. If a reclassification salary increase is being requested for the incumbent
of the position, a Personnel Action Request (Form P-4) must also be submitted to the Budget
Office to determine if there are sufficient funds in the department’s budget to support the
salary increase. If the request cannot be approved by the Budget Office it will be returned to
the department. If sufficient funds exist for the approval of the request, the Budget Office
will forward it to the Office of Human Resource Management (OHRM).

B. Upon receipt of the budget-approved request and supporting documents, OHRM reviews the
PD for reclassification of the position and/or submits the PD and organization chart to the
Budget and Control Board Office of Human Resources for reclassification.

C. OHRM and/or the Budget and Control Board Office of Human Resources analyzes the PD
and accompanying organization chart and renders a decision on reclassifying the position.

D. When the position is approved by OHRM and/or the Budget and Control Board Office of
Human Resources, a copy of the PD is sent through administrative channels to the
department for its permanent record.



http://www.scsu.edu/HRM/forms2/P-4%20Personnel%20Action%20Request%20Form.doc

