Iowa Department of Administrative Services – Human Resources Enterprise
[image: ]REQUEST FOR SELECTIVE CERTIFICATION 
ADDITIONS OR CHANGES

This form is to be completed for agency requests to create a new selective or to change an existing selective.  The current selective list can be found online, and is organized in two ways, as follows:
1. The categorical list sorts all selectives into categories based on type of required technical competency.  The various categories are listed in the table of contents.  Some selectives appear in more than one category.
2. The numerical list arranges all selectives numerically by three-digit code.
Once complete, send this form and any accompanying documentation to your DAS-HRE Personnel Officer.  After receipt, the Personnel Officer will provide comments and forward the request to the DAS-HRE Classification & Compensation section for review.  Class & Comp will review the request and either approve it as is, request additional information, or tell the Personnel Officer why it cannot be approved in its current form.  The Personnel Officer will communicate this information to the agency.

Type of Request (Check one):
[bookmark: Check2]|_|	Add New Selective	|_|	Change Existing Selective

	Agency Requesting Change:
	     



ONLY COMPLETE THE SECTIONS BELOW THAT RELATE SPECIFICALLY TO YOUR REQUEST.

New Selective Additions  

1.	What title is being proposed for the selective?	     	
2.	Provide a succinct, concrete definition of the selective, using the template below as a guide (as feasible).  
	     



Possible Selective Definition Template: 
X months’ experience or Y semester hours (usually 6 months’ experience, 12 semester hours) or a combination of both in (word or phrase meaning the specific field or background area, such as “accounting” or “transportation management”) at the (professional, technical, supervisory, manager, executive, etc.) level (which can be placed in front of the field or background area, if it reads better) that included the following major functions: (list as bullets).


Changes to Existing Selective Changes  

3.	What is the current selective title? 	     	
4.	What is the current three-digit code?	     	
5.	Describe the change being requested, and if possible, provide a proposed new definition:
	     



For All Requests

6.	Why is this addition/change necessary? Specifically, what is the business need this addition/change will address (not just what this addition/change will accomplish but why it is needed)?  
	     


  
	7.
	Submitted by:
	     
	
	     

	
	
	(name and title)
	
	(e-mail address)

	
	Agency Contact:
	     
	
	     

	
	
	(name and title)
	
	(e-mail address)



Appointing Authority’s Signature:	     	
Date Submitted to DAS-HRE:	     	


For DAS-HRE Use Only          

DAS-HRE Personnel Officer review and comments:
	     



	     
	
	     

	(DAS-HRE Personnel Officer)
	
	(date reviewed)



Date Received in Class & Comp:		

DAS-HRE Routing Initials: 		
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