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An Appointing Authority may submit a request for, or OHR may initiate, an 
Individual Position Audit to determine if a filled position is correctly classified. 
Career Service Rule (CSR) 7-34, A-E, provides the details as to why and when 
to submit an Individual Position Audit Request.  

Before requesting an Individual Position Audit, the following must be 
completed per CSR 7-34 C: “An incumbent must have passed any required 
assessment or test and completed any required training for the new role before 
requesting reallocation.” 

Process 
The following forms need to be completed electronically including signatures 
using Adobe. (Current forms are located on the Classification and 
Compensation website under Forms, Instructions and Process Guides.) 

1. Individual Position Audit Request (form) 
1.1 The employee’s supervisor will complete the form and sign using their 

electronic signature on page two. 

1.2 The supervisor will create an email and attach the form and forward to 
their director for their electronic signature, if approved. 

1.3 If the director approves the Position Audit, then they will forward the form 
via email to their HR Business Partner (HRBP) for review. 

1.4 If the HRBP agrees with the Position Audit Request, they will 
electronically sign the form and forward to the department/agency’s 
Appointing Authority. 

1.5 If the Appointing Authority approves the Position Audit, they will forward 
the electronically signed form back to the HRBP. If the Appointing 
Authority doesn’t approve the Position Audit, they will forward the form 
back to the supervisor and HRBP with the reason why the Position Audit 
was denied. 

1.6 The HRBP will notify the supervisor that the Appointing Authority has 
approved the Position Audit and provide a copy of the completed form 
to the supervisor. 

2. Job Analysis Questionnaire (JAQ) 

2.1 Once the supervisor has been notified that the Position Audit has been 
approved, the supervisor will have the employee(s) whose position is 
being audited complete the JAQ. 

2.2 The supervisor will review the completed JAQ. If the supervisor does not 
agree with the duties described by the employee(s), the supervisor will 
work with the employee(s) to remedy any discrepancies. 

2.3 Once the JAQ has been completed and electronically signed by the 
employee and supervisor, the JAQ is emailed to their HRBP who will 
conduct a final quality check before emailing both the JAQ and Individual 
Position Audit Request form to compensation @denvergov.org. 

3. Classification and Compensation (Class/Comp) Division of OHR 

3.1 The HR Tech reviews the JAQ and Individual Position Audit Request 
form, logs them and sends completed packet to the Class/Comp Analyst 
assigned to the department/agency. If information is missing, the HR 
Tech returns the packet to HRBP for completion. 

3.2 The Class/Comp Analyst conducts the Position Audit and writes their 
findings in an audit report. Proposed recommendations are reviewed 
and discussed by the team for approval, denied, or to modify the original 
recommendation. If the team agrees with the recommendation, then the 
Class/Comp Analyst completes the OHR section of the form. 

3.4 The effective date is the Sunday following the team member’s approval. 

3.5 Class/Comp Analyst sends approval documents to HR Tech. 

3.6 HR Tech notifies the supervisor, HRBP, director and Appointing 
Authority that the Position Audit was approved with official 
communications and instructions. Class/Comp Analyst is copied on 
notification. 

3.7 HR Tech submits SupportNow ticket with documentation to HR Service 
Center to complete transaction in Workday. HR Tech notifies the 
Class/Comp Analyst that the Individual Position Audit process has been 
completed. 
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