[On Agency Letterhead]

Date

Dear («F3»),
As part of the Fiscal Classification Project and after careful review, a classification based on your currently assigned duties has been determined.  Please see the table below.
	
	Current Classification
	Proposed Classification

	Job Title
	«F8»
	«F10»

	Pay Grade
	«F4»
	«F11»

	Step
	«F5»
	«F12»

	Effective Date
	July 26, 2015



As a result of this class plan review, your current duties have not changed.  If you have specific questions regarding your allocation determination you can speak with your supervisor or contact the human resources department.  
If there is a disagreement about the classification assignment, an appeal may be filed in writing to the State Personnel Board of Review (SPBR), 65 East State Street, 12th Floor, Columbus, Ohio 43215-4213, within thirty (30) days of receipt of this letter.  Should you elect to file an appeal, send a copy of this letter with your notice of appeal. 
[bookmark: _GoBack]Note: If either party appeals this action where the position would otherwise receive a monetary upgrade/increase, no paperwork initiating any of the above actions will be submitted and/or processed by the agency HR/Personnel department until the final decision has been issued by the SPBR. 
We look forward to the successful completion of the fiscal classification project transition process thanks to your support and cooperation!
Sincerely,
(INSERT SIGNATURE LINE)
Human Resources

