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	Maryland Department of Natural Resources

Human Resource Service – Reclassification Check-off List




Employee Name:__________________Date:____________   Requested Class: __________________
The following information is necessary for a complete and thorough analysis of the requested reclassification.  Incomplete reclassification packages will be returned to the Unit HR Contact for resubmission to HRS.  Please resubmit the revised reclassification package to HRS within 10 days of receipt to prevent the 90 day waiting period from starting over.   
_____   MS44 Form – Completed by the Supervisor
_____
Justification Memo for Reclassification 
______ Minimum Qualifications Verified   _____ Education    &   _____ Experience  

______ DNR 1 Form    
______ Current MS-22 (Position Description) Dated with Original Signatures (employee, supervisor, and appointing authority    
______ All Changes to MS-22 (Position Description) Reflected in BOLD RED or highlighted
______ Previous MS-22 (Position Description) Included (signed copies only)
______ Current Org. Chart with Unit Director and Assistant Secretary Signatures   

(Classifications and Grades must be included)
______ MS 100 - State Application (current information and employee signatures is necessary) 

 (“See Attached for Work Experience” is unacceptable)                      
______ Current MS-22 Supplement   _____ Previous MS-22 Supplement 

(Applies to NR Biologist & NR Technician series only)
______ Change in Bargaining Status Affidavit with Signatures                         
______ Current Fiscal Year PPE Score
_____________________________________


  Unit HR Contact Signature
Please Visit the Human Resources Intra-net Classification and Salary Administration for Additional Information. 
Reclass Check-off List  Rev. 9/14/10 


