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[bookmark: _Hlk147488754]College of Liberal Arts Promotion-Employee Request Form
The Request Form must be completed by the supervisor and approved by the Department Head (signatures required).  Each form needs to be submitted to the Executive Director of Operations (Kristy Foster, knfoster@purdue.edu) and the HRBP, (Julie Esterline, jesterli@purdue.edu) for review and approval.  Submission of each departmental request should be early-October for January 1 promotion and early-March for July 1 promotion. 

All requests should include each employee request form, employees’ current position description and updated position description by October 2 to Executive Director of Operations (Kristy Foster) and HRBP (Julie Esterline) for January 1 promotion cycle and by March 1 for July 1 cycle. 

	General Information

	

	Request Submitted by:
	
	Date Submitted:
	

	

	Position To Be Reviewed (current information)

	

	Position #:
	
	Position Title:
	

	

	Job Code #:
	
	Job Title:
	

	

	Career Stream Level:
	
	Position Held by:
	

	

	Pay Band:
	
	Supervisor Name:
	

	

	

	Requested Changes 
	
	

	

	Within Job
	
	Position Title:
	

	

	New Job
	
	Job Title:
	

	
	
	
	

	
	
	
	

	

	Please attach:
☐  A copy of the current position description 

	☐  A copy of the updated position description with additional duties/changes highlighted

	

	

	Reason for Request

	☐ Reorganization

	☐ Sustained change in duties/scope (25-40%).  Please provide bullet points that justify the 25-40% change:



Are there any other similarly situated individuals in the same department and job classification?  If yes, what is the rationale for this promotion nomination over the other similarly situated individuals?





	Organizational Impact.  Describe the nature and scope of influence this position has over its area of responsibility. Provide concrete examples.




	Problem Solving & Complexity.  Describe the degree to which this position needs to identify and devise solutions to problems, and the level of autonomy they must have to make decisions. Provide concrete examples.




	Communication & Influence.  Describe the nature of communication this position is responsible for, and the level of influence required. Provide concrete examples.




	Leadership & Talent Management.  Describe the responsibility this position has for people development, including supervision, training, coaching, and performance management. Provide concrete examples.



Performance. Provide additional background on the employee’s qualifications and performance/performance ratings over the past two years.  




	Salary Recommendation.  Make a recommendation on the promotion increase by completing the green table below.  


	PROMOTIONAL INCREASE

	Current Base Pay
	% Increase
	$ Increase
	New Base Pay

	$
	%
	$
	$







How are you financially going to support this increase in pay?











	
Approval 

	

	

	
	
	
	
	
	
	

	
	Supervisor 
	
	Departmental Head/Director
	
	
	

	

	
	
	
	
	
	
	

	
	Date
	
	Date
	
	
	

	
	
	


	

There are no guarantees that promotion requests will be approved at any step along the way.  Please do not communicate anything to the impacted employee until final promotions decisions have occurred.  
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