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This process will permanently change the season dates for the position and should not be used for temporary extensions for special funding or grants. 


· Utilize the P-004 Position Action Request Form located at N:\Forms\P-004 Position Action Request.doc

· Section # 1.  Position Detail
· Effective Date – Fill in date of requested change
· Position Number – Fill in position number
· Current Job Classification – Fill in job class
· Current Incumbent – Fill in if applicable

· Section # 2. Current Position Location and Supervisor Information
· City / County – Fill in current city and county
· Area/Section/Park/Unit – Fill in Park location or area
· Supervisors name – Fill in Supervisors name
· Supv’s Position # -- Fill in Supervisors position number

· Section # 3.  Is Cost Center changing
· Indicate Yes or No 
· If yes, provide new Cost Center – Fill in cost center 

· Section # 4.  Action Type (Create or Maintain Position)
· Position Action – Use drop down menu and choose UPDATE
· Position Action Type – Leave Blank
· Position Data – Leave Blank
· Other – Check Permanently Change Season Dates, Enter new Start and End date

· Section # 5.  New Position Location and Supervisor Information
· City / County – If not changing, leave blank
· Area/Section/Park/Unit – If not changing, leave blank
· Supervisor’s Name – If not changing, leave blank
· Supervisor’s Position # - If not changing, leave blank

· Section # 6.  Position Action comments/Notes/Justification – Fill in information to support requested change
· Supervisor Print Name and Signature – Type Name and Date (Route to Manager for approval if applicable)
· Manager Print Name and Signature – Type Name and Date 

· ROUTE BY EMAIL TO:  Appointing Authority  
· **PARK FIELD STAFF PLEASE ROUTE BY EMAIL TO THE APPROPRIATE INBOX BELOW:   
· Eastern Region: Parks DL EA Region – HQ Support Staff  
· Southwest Region: SW Region Actions
· Northwest Region:  Parks DL NW Region – Actions                                 
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· APPOINTING AUTHORITY
· If approved, type your name into the Appointing Authority Box (follow email routing instructions)
· Email to:  Parks DL Operating Budget Team


· BUDGET
· Process Form
· Route by email to:  HR Actions (Parks)

· HUMAN RESOURCES
· Process form
· Send Approval to Park and cc Region
· Finalized approved form is filed into the position file 
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