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c. TheEarcompletewith:
1. Amemoexplaining theneedfor an upgrade;
2. Anupdatedjob descriptionwith anassignedevelandsalary;
3. Andall signaturegexcept thePresident's).

will be presentedby the HRDirectorto the President'S€Cabinetfor review.

If the President'CCabinetagreeso awardthe upgrade the position'ssupervisorand the
position incumbentwvill be notified in writing byHuman Resourcesf the approval the
compensation detailandthe effectivedate of the upgrade.

d. During budgetyclepreparationsthe upgradedposition shalbe reviewedby Human
Resourcesindthe Cabinetto determineif the positionupgradeshouldbe madepermanent
with the newfiscalyear.If the Cabinetdeterminesthe position upgradesto be made
permanent,then the position incumbent's stipendiould beeliminatedandthe incumbent's
basesalaryadjustedaccordingly. HRould updatethe Classificatiorand SalaryGuidewill be
presentedto the DistrictBoardof Trusteedor approval.
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