Approval to Act in a Position at a Higher Range

Department of Transportation and Public Facilities

Use this form to request and document approval to assign an employee to act in a position at a higher range.  The form itself is not required, but a document with all of the essential elements is required.  

Name of employee who will be assigned to act:    ___________________________________________                                                                 

Employee’s current PCN:  ____________________
Employee’s acting PCN:  _________________
Employee’s current job title:  
Employee’s acting job title:
_________________________________________
_____________________________________
Employee’s current bargaining unit:  ____________
Bargaining unit of acting position:  __________
Anticipated start and end dates of assignment.  If either is contingent, then set earliest possible start date and latest possible end date, and explain contingency.  See P&P 08.02.040 regarding 60 day limit.  ___________________________________________________________________________________
___________________________________________________________________________________

1. Does the employee meet the minimum qualifications for the higher position?  ___________ Explain below.









2. Are there other employees in the work unit who meet the minimum qualifications for the higher position?  _________   If yes, explain below.
3. Why is the position vacant?  Explain below.
4. Why wasn’t the position filled immediately by competitive appointment?  Explain below.
5. What alternatives to acting status were considered (such as allowing a higher level employee to cover the responsibilities), and why were they rejected?  Explain below.

Requested by:  ______________________________________________ Date:  __________________



       (signature and printed name)
Approved by director1:  ________________________________________ Date:  __________________




     (signature and printed name)

Director approval is always required.  If the acting position is range 21 or below, this is the final approval.
Approved by deputy commissioner: ______________________________ Date   __________________





     (signature and printed name)

Deputy commissioner approval is required only if the acting position is range 22 or above.

1 Director means regional or division director, system director or manager, statewide M&O engineer, or chief contracts officer.
Retain original approved document in originating office.  Provide copy to Division of Personnel with copy of written delegation of authority to employee and original Personnel Action Request Form.  









Explanation:








“Providing for the movement of people and goods and the delivery of state services.”


