
1. Incumbent:

2. Old PD/RD #

3. Org Code:

4. New RD #

5. Current position title, series, and pay band:

6. Requested position title, series, and pay band:

7. Where did the new duties come from?

8. What were the reasons for assigning the new duties? (i.e. vacant billet, reorganization, new program/project/mission requirements 
mandated from major claimant or above, new technology, other (specific)).

9. What were the primary duties of the old position?

10. What was the basis for the classification (series and grade or pay band) of the replaced position description or requirements 
document?

11. Were the major duties of the old position absorbed into the new position, and the former position canceled?

12. Could management have reasonably known that the new duties were at higher level before they were assigned?

13. Does the new position have known promotion potential, to pay band that offers a higher maximum salary?

14. Was there a target pay band in the organization for the work?
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15. Has the incumbent received other accretion promotions?

16. Were there eligible candidates for the assignment of new duties within the merit promotion area of consideration? If so, what 
positions were they on?

17. Have there been previous promotion/EEO complaints in the subject organization?

18. Have there been other promotions based upon accretion of higher level duties in the organization within the last five years?

19. Did the position remain in the same organization and retain the same supervisor?

20. Did the additional duties adversely affect another encumbered position?

21. Did the action have the appearance of fairness?

Manager/Date HRO Staff/Class Spec/Date
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