
 Create an enhancement decision unit to 
change a classified position to an 
unclassified position. 

 
 The example given is changing a classified 

Admin Aide position to an unclassified 
Executive Assistant in E806. 
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Select 
Budget 
Account 
and Version 

From Acct 
Maint Tab 
Select + 
icon to add 
a decision 
unit 

Select  the 
appropriate     
E Decision Unit 
(Classified or 
Unclassified) 
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Create Decision Unit 

This is the result of 
adding the decision unit 
from the Acct Maint. 
Tab.  Now you have to 
add your position 
information. Copy 
position from Base 
twice: opposite copy 
from Base and a positive 
copy to reflect the new 
classification info. 

Another option is to 
copy a position from 
Base to your decision 
unit and then opposite 
copy this PCN again 
within the decision unit.   
Change the positive copy 
to reflect the new 
classification info. 



Once you create your E806 decision unit, 
return to the Acct Maint tab and provide your 
Dec Unit Synopsis and Justification 
information.  Copies of your NDP-19s and 
Updated Org Charts are required for classified 
position reclassification request.  Unclassified 
position reclassification do not require NDP-
19s, but some form of job description and 
justification is required.  Many agencies find 
that the NDP-19 form is convenient to use for 
this purpose. 
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Synopsis and Justification 
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Copy Position From Base to Decision Unit 

After creating and defining your decision unit, from 
the Positions Tab, copy (opposite copy and positive 
copy) your position to your E806 decision unit.  Make 
your updated position cost change to the positive 
copied position.   

Also make a 
positive copy 
(uncheck the 
box).  That is 
the position 
you will 
update with 
your 
unclassified 
position 
information. 
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Update with Unclassified Position Information 

Must save and 
Reclac for costs 
to be transmitted 
to your E806 
decision unit. 
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E806 Unclassified Position Cost of Enhancement 

Minus 

The costs shown are only Cat 
01 salary costs.  The final 
E806 costs will include all 
position related costs 
including your associated FTE 
costs in category 04: Bond 
Insurance, AG Tort, EITS 
Infrastructure and EITS 
Security Assessment costs. 
Cost 01 salary cost calc: 
$76,268 - $53,064 = $23,204 
$76,268 - $53,046 = $23,222 
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