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	MEMO

	
	

	
	


	TO:
	Connie Munnell, Human Resources Director

	

	THROUGH:
	

	

	FROM:
	

	

	DATE:
	

	

	SUBJECT:
	REQUEST FOR POSITION REVIEW

	


This memo is written to summarize our request for review of the following position(s): 

	Position Number
	Position Title
	Employee

	
	
	

	
	
	

	
	
	


BASIS OF REQUEST (please briefly summarize source impacting changes to the essential position functions and/or salary issues relative to poor applicant response to recent recruitment(s):

CONTACT PERSON:
_____________________________________

________________________

Name







Phone               

�








