
Administrative and Professional Position/Title Request 
 

 
Requesting Department/Org. __________________________________________________ 
 
Dept./Org Head  __________________________________________  
 
Proposed Administrative/Professional Title  ______________________________________ 
 
New Position:       Yes         No   Pos. Class ____________________ 
 
Proposed Salary Range  _____________________ 
 
Proposed Effective Date  ____________________ 
 
Rationale for request (must address how Principal Administrative Exemption criteria are being met, e.g., 
administration of an academic unit, high-level administrative responsibilities, independence of decision-
making based on administrative policies, exercise of discretion or required knowledge of an advanced 
type in a field of science or learning).  Please attach additional pages for rationale if required. 
 
 
 
 
 
 
 
 
 
 
_______________________________   ____________________ 
Dept.Org. Head Signature     Date 
 
Director of Human Resources Action:    __  Approved      __  Not Approved 
 
_______________________________   ____________________ 
Director of Human Resources Signature   Date 
 
(See below if Position is Currently Occupied as Civil Service Position) 
--------------------------------------------------------------------------------------------------------------------- 
 
Name of Civil Service Incumbent  _________________________________________________ 
 
The proposed conversion of my civil service position to administrative/professional status has been 
discussed with me by my supervisor/department/Organization head. 
 
 
_______________________________   ______________________ 
Employee Signature      Date 
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