
A QUICK VIEW:  HOW TO COMPLETE AN AMENDMENT TO CLASSIFICATION PLAN 
REQUEST FORM

** This is a brief description of the process on how to complete an Amendment to Classification Plan Request Form.  For a 
more detailed explanation, refer to "Amendment to Classification Plan Procedure", found in S:\HR Procedures\Amend to 
Class.

Identify changes to 
be made on 
specification.

Consider impact of 
changes. Have changes 
reviewed by appropriate 
HR Services Manager to 

check impact on 
department and closely 

related classes.

Create draft 
specification by 

“striking out” in red 
and submitting all 
additions in blue. 

Create a final 
specification

Prepare "Amendment to 
Classification Plan 

Request" form (template 
is located in Word, click 

File then New). 

Submit completed Amendment 
form attached with the draft & 
final amendment to your HR 

Svc Mgr, the Classification Mgr 
& HR Dir/Asst CEO for 

approvals. 

REMINDER: Any "Amendment to Classification Plan Request" form submitted for Classification Specification Revision, Technical Title 
Change or Class Duplication without a draft copy and a final copy, will be returned to the analyst submitting the request.  The draft 

version is used to update our Resumix database.

Begin here

Once the packet is approved, it 
will be given to the HR 

Technician in Class and Comp 
for processing. Contact HR 

Technician for a copy, if 
desired.

Place strike out version in  
G:\STF-CLAS, "Job Spec 

Strike Out" folder.

You're 
done!

Place final clean version in 
G:\STF-CLAS, "Job Spec 

Revision (Final Form)" 
folder.


