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Classified Transaction Form

Directions – To be used for changes to current classified jobs only.  Use Faculty Transaction Form for changes to current faculty jobs.  Fill in yellow highlighted boxes only if there is a change.  Any change in salary requires completion of the second page.  Please attach any appropriate documents. 
	G#      
	Name (Last, First, Middle)        

	Position Number/Suffix

      /   
	Current Job Title   

                                                                  

	Home Department Org

     
	Unit  FORMDROPDOWN 
 or 

           FORMDROPDOWN 
                         
	Department

     


Classified Employee Class (check appropriate category):

	 FORMCHECKBOX 
 CE FT Exempt Semi-monthly
	 FORMCHECKBOX 
 CB FT Exempt Biweekly
	 FORMCHECKBOX 
 LE FT Law Enforcement Offcrs

	 FORMCHECKBOX 
 PE PT Exempt Semi-monthly
	 FORMCHECKBOX 
 CD PT Exempt Biweekly
	

	 FORMCHECKBOX 
 CN FT Non-Exempt Semi-monthly
	 FORMCHECKBOX 
 NC FT Non-Exempt Biweekly
	

	 FORMCHECKBOX 
 CP PT Non-Exempt Semi-monthly
	 FORMCHECKBOX 
 CW PT Non-Exempt Biweekly
	


​​
Type of Action: (If employee's performance rating is "Below Contributor," no increase can be awarded.)
In-Band Adjustment

Note:  Use this section only for in-band adjustments.  A revised/updated Employee Work Profile is required for change in duties. 

(Salary Review Proposal required for all transaction over 10% or $10,000)
	 FORMDROPDOWN 
 (click on gray box for drop down menu)
     FTE    or        % appointment
	% increase:

!Zero Divide FORMTEXT 

     
%     (This field will automatically populate when current salary and new salary request data is entered)  
	Total % of previous in-band adjustments in current fiscal year:        %

(Note: Max annual increase is 10%)

	Effective Date:

  /  /    
	Current Salary:

     
	New Salary Request:

     


Role Change

Note:  Use this section only for role change.  A revised/updated Employee Work Profile is required.
	Effective Date:

  /  /    
	Current Role Title:

     
	Current Role Code:

     
	Current Salary:

$     

	
	Requested Role Title:

     
	Requested Role Code:

     
	New Requested Salary:

$     


Change in FTE






Temporary Pay Request
	 FORMDROPDOWN 
 (click on gray box for drop down menu)
	Current Salary:

$     
	
	Effective Date:

  /  /    
	Current Annual Salary:

$     

	Effective Date:

  /  /    
	New Requested Salary:

$      (if any changes)
	
	Expiration Date:

  /  /    
	Requested % increase:

   %


Other Job Changes/Requested Action/Notes(explain in detail. e.g. title change, leave, promotion, salary change, etc.)
	 FORMDROPDOWN 
 (click on gray box for drop down menu)
	Current Salary:

$     
	Requested Title: (if any changes)
     

	Effective Date:          Expiration Date:   

  /  /                       /  /     (if any)
	New Requested Salary:

$     
	Timesheet Approver G#  & Position #  (if different from Supervisor)        &      

	Comments:      


	Approvals Required
	Name
	Signature
	Date

	Department Authorization
	     
	
	     

	Appropriate VP (or designee) Authorization
	     
	
	     

	Sponsored Programs (if applicable)
	     
	
	     

	Human Resources Authorization
	     
	
	     

	Salary Review Committee (for HR use only)
	     
	
	     


For Classification Only:

	Job
	Comments:

	Agency Business Needs

Duties & Responsibilities 

Describe Organizational requirements that support the agency mission.  Briefly describe the core work functions.
	     

	
	

	Employee
	

	Performance

Relevant Work Experience and Education

Knowledge, Skills, and Competencies

Relevant Training Certification and  License

Internal Salary Alignment

Current Salary


	     

	
	

	Market Salary and market data are available from Human Resources.    
	

	Market Availability

Salary Reference Data

Total Compensation


	     

	
	

	Financial
	

	Budget Implications

Long Term Implications

Is departmental funding available?
	     


[image: image1.png]George Mason University










Data Entry       									Received by________   Date_______


( PEAEMPL			( NBAJOBS (Default Earnings)		( NBAPOSN					


( NBAJOBS (Jobs Information)	( NBAJOBS (Payroll Default)		( PMIS


Audited by_________   Date_______









