
Classification and 
Compensation Section

Presentation



Type of 
Requests

•Classification
•Reclassification
•Short Form 
Classification

•Legislative Review
•U-Code
•Accelerated Salary
•Temporary Adjustment 
to Salary



Position Funding
GFO (Budget Office)/Legislature

• GFO/Legislature ONLY approves funding, not the actual classification of a
classified position

 If funding is disapproved by the Budget Office

o New Position: the HR-19, page 1 will note disapproval and be provided to
the agency

o Existing Position: DHRM will conduct a cursory review to determine

 if an incumbent is working outside of their classification

 if so, which duties may need to be removed to maintain the
current job title

 if no duties need to be removed

 An incumbent MAY receive a special adjustment to pay for working out of
class (HR-5 NAC 284.206(2)(a))

• ONLY the Legislature can establish or change, in the compensation of the
people bill (Pay Bill) (and/or a legislative bill to be placed in the Pay Bill the next
biennium), the job title and maximum salary for the unclassified service



Position 
Description 

Questionnaire 
(HR-19)

U-Code Requests
(HR-20)

• Biennial budget requests are required to
be submitted in Nevada Executive Budget
System (NEBS) by 9/1/26.

• DHRM will begin accepting the pre-review
HR-19’s and Unclassified Position
requests: 3/31/26 through 8/21/26.

• Not conducting pre-reviews for the
reclassification of classified, filled
positions as these should be submitted
through the regular HR-19 process.

• HR-19 or HR-20 requests needing review
after 9/1/26 will be initiated by the GFO
Budget Division.

Legislative Review 
Process



LEGISLATIVE REVIEW - CLASSIFIED SERVICE

• Starts with the department
oWhat has happened?
oWhat is needed? 
oWhat will be expected of the position?
oWill other positions be affected?

• Complete and submit the HR-19 form and required attachments through the
MS Teams Channel set-up by the department’s CC HR Business Partner

• Upon DHRM approval, upload the HR-19, pre-approval letter, and
attachments into NEBS as part of the budget request to the Legislature

• If approved in the budget and no changes have occurred, submit the HR-19,
pre-approval letter, and attachments to DHRM for final signature and
approval



Department’s may submit the first 
page of the HR-19 form for a new 

position or multiple new positions if 
the job title is listed on the “Short 

Form Classifications List” and each 
position performs essentially all the 

duties and responsibilities described 
in the job specification.

Short Form



HR-19
Policy

• HR-19 Policy
oProvides detailed guidance for 

completing the HR-19 form
oDetails the required attachments to  

include with the HR-19 form at 
submission

• Proper completion of the HR-19 
is critical
oAllows for a more complete 

determination of proper classification
oAllows for better comparisons
oDecreases the time frame for the 

completion of the HR-19



4 Basic Steps to Submit a 
Completed HR-19

1. “Initiated by”, “Type of 
Budget Request”, “Type of 
Classification Request”

2. “Position Information” and 
“Appointing Authority/ 
Incumbent Certification”

3. Questions 1-9 Responses
4. Submit HR-19 with 

Required Attachments Page 1 Page 2 Page 3



Legislative Review
Step 1

Select Request Type
• For a position’s inclusion in the 

department’s budget build, select 
“Legislative Review” and enter the 
fiscal year (FY).  

• Select  “New Position”, “New 
Position –Short Form”, or 
“Reclassify Vacant Position”

Indicate
• The request is 

“Department/Division
” initiated

• The request is for 
“Budget Build” 
(before the budget 
appropriation) 



Legislative Review
Step 2

Complete the 
“Position Information”
• Include PCN(s) and 

the number of 
position(s)

• Include both name 
and title of the 
Supervisor, 
Appointing 
Authority or 
Designee, and HR 
Representative

Certification
• Read and complete 

“Appointing 
Authority/ 
Incumbent 
Certification”

• Obtain appropriate 
signatures



Legislative Review
Step 3

Provide detailed responses to each of the 9 questions



Legislative 
Review

Classified 
Service 

Submittal

Submit Budget Build Classification Requests
Upload into NEBS  
o HR-19
o Salary Projection
o Current Organizational Chart(s) 
o Proposed Organizational Chart(s)
o Applicable Attachments

 Submit to DHRM Classification and 
Compensation Section through the MS Teams 
Channel set-up by the department’s CC HR 
Business Partner
o HR-19
o Salary Projection
o Current Organizational Chart(s) 
o Proposed Organizational Chart(s)
o Work Performance Standards (WPS)
o Applicable Attachments



Questions?



What is the major purpose of this request?QUESTION 1

Summarize the Reason for the Change in Duties and
Responsibilities made to an Existing Position Since
Established or Last Reviewed by DHRM

• If the change is the result of legislative changes,
board/commission proceedings, new organizational goals,
etc.

• If additional responsibilities are given to the organization
and require a new position or additional duties added to
an existing position



Are there positions in the department/
division/section/unit with similar duties of
this position to compare to?

QUESTION 2

Provide Position Information

• Incumbent(s) name
• Department
• Budget account number(s)
• Position control number(s) of existing

position(s) with similar or the same duties



The classification of a position is
based on the type and level of the
majority of the duties and
responsibilities assigned.

Question 3 of the HR-19 must
demonstrate that the new duties
affect the balance of the total duties
of the position whereas the majority
of the duties and responsibilities fit
more appropriately in a different
occupational group or job title.

Majority Of 
Duties



What are the duties performed by this
position? Describe the duties in detail. Put
an asterisk (*) next to each new duty or new
function within an existing duty.

QUESTION 3

Detail Each Duty/Function Required of the Position

• Provide clear and concise descriptions
• Organize similar duty functions together
• List in a logical sequence (e.g., most complex to least complex or

most time consuming to least time consuming)
• Indicate new duties or functions by placing an asterisk (*) next to

each new duty or new function within an existing duty

Note: Do not include work performance standards (e.g., customer service, teamwork, 
judgment, professionalism, etc.) or duties not currently assigned to the position. 



• Quality of work 
• Quantity of work 
• Work habits 
• Relationships with other persons 
• Taking action independently 
• Meeting work commitments 
• Analyzing situations and materials
• Supervising the work of other persons

Work Performance Standards
NOTE: Employee work performance standards are the foundation for a sound employee appraisal 

process. Employees must know what is expected of them and to what degree they will be held 
accountable for the standards that have been established for their job.



Work Performance Standards

https://nv.sharepoint.com/sites/DOA-DHRM/SitePages/Performance-
Reports(1).aspx



Does this position function as a lead worker?
What is the job title and position control number
of all positions that this position functions as a
lead worker for? Describe, in detail, the extent of
lead worker responsibility exercised by this
position.

QUESTION 4

Provide information about the 
position(s) and/or contracted, 
volunteer, student staff and the 
oversight exercised by the 
position.

Lead Worker

• Provides work 
assignments and work 
review

• Trains coworkers
• Gives input to 

supervisor on work 
performance



QUESTION 5

Provide Information About the Position(s) that Report Directly to this
Position

• Job Title

• Position Control Number

• Extent of Supervision Exercised

Include direct and indirect subordinate staff and oversight of others
that are not indicated in the hierarchy on the organizational chart.

What is the job title and position control
number of all positions that are
supervised by this position? Describe, in
detail, the extent of supervisory
responsibilities exercised by this position.



QUESTION 6 What is the extent of supervision
exercised over this position?

Explain the Supervision the 
Incumbent Receives or Will Receive 

• Close Supervision
• General Supervision
• Limited Supervision
• General Direction
• Administrative Direction
• General Administrative Direction



Are there any licenses, certificates, degrees,
or credentials required by statute or required
by the department/division/section/unit for
this position?

QUESTION 7

List the licenses, certificates,
degrees, or credentials required
for the incumbent to successfully
perform the duties of the position.



Which statutes, rules, procedures, or
guidelines are used in performing the
duties of this position?

QUESTION 8

Provide a detailed list of the
statutes, rules, policies,
procedures, and/or guidelines
required for the incumbent to
perform the duties of the
position.



Is there any additional information
which may support this classification
request?

QUESTION 9

Provide any additional
information about the position
that may further clarify and
support the reason for the
requested job title that has not
been previously mentioned.



Questions?



Submit an HR-20 
to establish a new 

unclassified job 
title or change an 

existing 
unclassified job 

title or salary

Do not submit an HR-19 for unclassified 
positions.

If the department is seeking to establish a 
new classified position and move an 
individual from the unclassified service into 
classified service, submit an HR-19 to 
establish a job title for the new classified 
position.

The request is for a new position, NOT a 
reclassification request.

The department MUST have the unclassified 
job title removed from the Pay Bill.

UNCLASSIFIED SERVICE



UNCLASSIFIED SERVICE
HR-20 UNCLASSIFIED POSITION REQUEST



UNCLASSIFIED POSITION REQUEST 
HR-20



UNCLASSIFIED POSITION REQUEST 
HR-20



UNCLASSIFIED POSITION REQUEST 
HR-20



UNCLASSIFIED POSITION REQUEST 
HR-20



UNCLASSIFIED POSITION REQUEST 
HR-20



Question 1:  What is the purpose of this request?

Question 2:  What are the duties performed by 
this position?

Question 3: List the knowledge, skills, and 
abilities required of this position.

Question 4: Are there any licenses, certificates, 
degrees, or credentials required by statute or 
required by the department/division/section/unit 
for this position?

UNCLASSIFIED POSITION REQUEST 
HR-20



UNCLASSIFIED POSITION SUMMARY



LEGISLATIVE REVIEW 
Unclassified Service

• Starts with the department
oDoes a U-Code exist for the position?
oWhat will be expected of the position?
oWill there be a need for more than one position?

• Complete the HR-20, justification memo, organization chart, and salary 
projection

• Submit the documents to DHRM by way of the MS Teams channel set-up 
by the department’s CC HR Business Partner

• Upload the HR-20 and documentation into NEBS



Read the Policy

o Provides guidance for 
completing the HR-20 form

o Details the documents 
needed to be included with 
the HR-20 form

U-CODE REQUEST 
POLICY



Department 
Concerns 

Is there a timeline?

Will DHRM be providing a list to
departments/divisions?

How does this transition happen?

When a position moves to unclassified, will
current incumbents be able to remain classified
until they vacate the position, or will they have
to transfer immediately?

What about pay?

Are they going to go exempt?

What positions are exempted from the change?



Accelerated Rate or 
Temporary 

Adjustment to Salary 
Request

This compensation 
process should be 

utilized to request an 
adjustment of salary for a 
new hire or current State 
employee in a classified 

position per NAC 284.204 
and 284.206.

HR-4
ACCELERATED 

SALARY 
REQUEST 

HR-5
TEMPORARY 

ADJUSTMENT 
TO SALARY 
REQUEST



3 Steps to Complete HR-4 Form Packet 

*For further detailed instructions, refer to HR-4 Policy.

Step 1: Complete & 
Sign HR-4 Form

Step 2: Detailed 
Justification Memo

Step 3: HR-4 Salary 
Projections



• Special adjustment to pay forms for
employees covered by a Collective
Bargaining Agreement (CBA), otherwise
known as the LRU-5, is being abolished.

• The new HR-5 form is a combination of
the HR-5 and LRU-5 forms which
services both employees covered and
not covered by a CBA.

• Review NAC 284.206 and CBA for each
unit for qualifying conditions.

Proposed HR-5 
Form



Identifying HR-5 Form Basis of Request

Submit an HR-5 form for one of these basis:
• NAC 284.206

 Working Out of Class (Acting Pay)
 Bilingual Skills
 Supervising 3 or More Staff
 Custodial Work
 Formal Training
 Motorcycle Duty
 Authorized by Legislature (Special Assignment)

• CBA
 Acting Pay (Working Out of Class)
 Bilingual Skills
 Special Assignment (Authorized by Legislature)
 Formal Training
 Motorcycle Duty
 K-9 Duty 

*Identify the CBA on HR-5 form if the department 
marks a CBA basis of request. 

• Classification and Compensation no 
longer approves:
 Education Pay (Employee possess an 

Associate’s, Bachelor’s or Master’s 
Degree)

 POST Certificate Pay
 Tool Allowance Pay
 Annual Leave Cash Out
 Recruitment Bonus

*Submit these requests directly through 
CORE.NV



3 Steps to Complete HR-5 Form Packet
Step 3: Additional

Supporting Documents
Step 1: Complete & 

Sign HR-5 Form
Step 2: Detailed

Justification Memo

Organizational Chart

Certification of proficiency or memo 
verifying bilingual pay eligibility



HR-4 and HR-5
Submittal

• Submit the completed HR-4 packet 
electronically to Classification & 
Compensation email 
(class.comp@admin.nv.gov). 

o HR-4 form
o HR-4 Salary Projections
o Detailed Justification Memo

• Submit the completed HR-5 packet 
electronically to Classification and 
Compensation email 
(class.comp@admin.nv.gov).

o HR-5 form
o Detailed Justification Memo
o Additional Supporting 

Documents



Department 
Concerns 

Why was the HR-4 request disapproved
due to a job title not being identified on
Recruitment’s list if the basis of request
was for superior qualifications?

What if the request meets two basis of
request?

Are bilingual pay requests being
approved on the HR-5 request?

When do special adjustments of pay
expire such as bilingual pay or special
assignment?



Additional 
Guidance
for HR-4s

HR-4 requests are reviewed on a case by case by
the Deputy Administrator, DHRM Administrator,
GFO and the Governor’s Office.

Recruitment’s Hard to Fill list is enduring
constant changes. Contact DHRM Recruiting for
inquiry on justifying a position on the list.



Additional 
Guidance 
for HR-5s

State is only approving bilingual pay for
employees covered by a CBA until further
notice.

Working out of class or in a supervising
position for at least 16 working days prior to
submittal.

When the justifying conditions cease to exist.



Questions?



Resources

HR-5 Form

Classification and Compensation Section

https://hr.nv.gov/Sections/Classification_and_Compensation/



Where to Find 
HR-19 Form & Short Form Job Title List 

https://hr.nv.gov/Resources/Forms/Classification/Classification/

HR-4 and HR-5 Forms 
https://hr.nv.gov/Resources/Forms/Compensation/Compensation/

Rules for State Human Resources Administration, Classification (pages 29-35)
https://hr.nv.gov/Resources/Publications

Supervisor Definition 

NRS 284.337 (Reports: Duties of supervisor) 
https://www.leg.state.nv.us/nrs/nrs-284.html

NRS 288.138  (“Supervisory employee” defined) 
https://www.leg.state.nv.us/nrs/nrs-288.html

NAC 284.498 (Training of supervisory and managerial employees) 
https://www.leg.state.nv.us/nac/nac-284.html



Where to Find
Job Specifications 

https://hr.nv.gov/Resources/Class_Specifications/



Resources

HR-5 Form

Classification and Compensation SharePoint 
https://nv.sharepoint.com/sites/DOA-DHRM/SitePages/Classification-and-Compensation.aspx



Our Team

 Keisha Harris
Deputy Administrator
kiharris@admin.nv.gov

 Heather Dapice
Supervisory Human Resources Analyst
hdapice@admin.nv.gov

 Rachel Baker
Human Resources Analyst III
rbaker@admin.nv.gov

 Jennifer Trachet
Human Resources Analyst III
jtrachet@admin.nv.gov

 Jade Silva
Human Resources Analyst III
jade.silva@admin.nv.gov

 Yahayra Soriano
Human Resources Technician III
yahayrasoriano@admin.nv.gov

 Akrista Aslin
Administrative Assistant III
a.aslin@admin.nv.gov

 Classification and Compensation Section 
class.comp@admin.nv.gov

South OfficeNorth Office



Thank you for 
attending!


