POSITION ALLOCATION CHECKLIST
	[bookmark: _GoBack]PROGRAM:                                                                                                                                                                       RPA NUMBER:                     

	CURRENT POSITION NUMBER:                                              CURRENT CLASSIFICATION TITLE:

	PROPOSED POSITION NUMBER:                                           PROPOSED CLASSIFICATION TITLE:

	RESOURCES REQUIRED: 
           Classification Specifications                                                                   Allocation Guides                   

           Current Originally Approved Duty Statement                                   Proposed Duty Statement          
           Current Org Chart                                                                                    Proposed Org Chart           

           Duty Statements for other staff in unit                                              Departmental Comparison  

           Prior Position Allocation Checklist 


	REQUIREMENTS FOR JUSTIFICATION:  
           Business Need                                                                                          Where did new duties come from (What changed)           
           What is the level of responsibility                                                       What is the level of complexity and sensitivity        
           How the change meets the Department’s Mission                          Where will old duties be performed          
           What types of contacts will the position interact                             Organizational Structural Changes  
           Consequence if not approved                                                               Consequence of Error
           Impact (Statewide/Departmental)    

	RESOURCES FOR SPECIAL ALLOCATIONS:  Other department Duty Statements           Other department Org Charts 


	Most important factors of the Specification/Scope/Definition/Allocation/Departmental Consistiency (Summarize)


	Analysis and comparisons of Duty Statement (Include how duties meet the specifications and allocation such as variety, scope, and responsibility; complexity/sensitivity; responsibility of decision and or actions for area of responsibility; consequence of error; supervision received; supervision exercized; and personal contacts and relationships) 


	Findings (Explain how duties meet or do not meet the allocation)





APPROVED:________________________________________________________________________________
	        Analyst Signature								             Date

DENIED:___________________________________________________________________________________
	         Analyst Signature   								             Date


Supervisor Initial______________________Concur     Yes            No

COMMENTS:  ____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
