[bookmark: _GoBack]COUNTY OF MILWAUKEE
INTEROFFICE COMMUNICATION

DATE	:	<Date>

TO	:	<Name>, County Board Chair

FROM	:	<Name>, Director, <Department>

SUBJECT	:	Request to Abolish 1.0 FTE <Old Title> and Create 1.0 FTE <New Title> in <Department and/or Division Name>

Request: <Department> requests to abolish 1.0 FTE <Old Title and Pay Grade> and Create 1.0 <New Title and Pay Grade>.

Background/Position Duties:
<Insert explanation, include at least the following:
· Duties of the position
· Background/Need for the position
· Why the position was not included in the most recent Adopted Budget> 

Fiscal Effect:
<Insert fiscal effect including at least the following:
· Information in chart below
· Anticipated date of hire
· Current year and subsequent year costs
· Funding source if costs increase due to this action
· What the savings will be used for if costs decrease due to this action>

	Position requested:
	Title code
	Pay Range
	Annual Salary Range

	<New Title>
	TBD
	<New PR>
	<New Salary Range>

	Position abolished:
	Title code
	Pay Range
	Annual Salary Range

	<Old Title>
	<Old TC>
	<Old PR>
	<Old Salary Range>


 






Recommendation: <Department> recommends that 1.0 FTE <Old Title> be abolished, and 1.0 FTE <New Title> be created in <Department/Division>. There is no tax levy impact to this request. 


_________________________
<Name>, Director, <Department>




