HivaLco County
Personnel Adjustment Request Fo

DEPARTMENT NAME/NUMBER:
Hidalgo County District Attorney’s Office

CURRENT POSITION TITLE:

REQUESTED POSITION TITLE: Clerk I

REQUEST FOR:
New Position E/(}emporary Position |:| Position Reclassification™ D Other

POSITION SALARY REQUEST:
s g
s3,456.00 annuaL (719 % =

5 —($9.00 HRLY) $ 17,280.00
NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE
Position to be funded from one of the following: ?F ]DT S

|:| Current Department Budget |:| Annual Budget Cycle I:l Will Require Additional Funds C,C {2~ Ia_o [ [g
5 ome 4-1223-412-00-080-007-0-122 ( 2o Hingtes )
3’%3 1( 'LQ_.I [«{.
POSITION TYPE:
Full Time Employee l:] Part Time Employee D $9.00 f]‘;q o q
Object 113 Object 114 Enter hourly rate for temp. positions
$919% 37b = $32,45L °F
Full Time Temporary |:| Part Time Temporary =
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
05/01/2014 10/31/2014 Mon-Fri 21Kk SRREYS
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt Exempt D
Non-Exempt E Non-Exempt
A ]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Will use individual to assist in the shredding, making copies, answering phones, running paperwork from building to building, etc...

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007
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NEW POSITION: Brief job description and attach a copy of the new job description.

See Attachment

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

%’P_j /lg 12/03/2013

Roy Cazares for Rene Guerra DATE FUNDING AVAILABLE IN DEPT. BUDGET

m YES []no

2. (24613
DATE PERSONNEL PROCEDURES COMPLETED [@-ves [] no
3. - ;9-/!9 [303
DEPARTMENT OF Buoger_&)kmcsmsm DATE BUDGET PROCEDURES COMPLETED @/ YES [] NO
4.  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBEM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request Fo

DEPARTMENT NAME/NUMBER:
Hidalgo County District Attorney’s Office

CURRENT POSITION TITLE:

REQUESTED POSITION TIMLE: Clerk I

REQUEST FOR:
New Position [E/Gfmpuraw Position [ PpositiopRedassification® [ otner
POSITION SALARY REQUEST:
¢ $3 456.00 ANNUAL
5 5.9 %s.oo-m&vr $ 17,280.00
NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE
Position to be funded from one of the following:
O curent Department Budget [ Annual Budget Cyde () watl Require Additional Funds
4-1223-412-00-080-007-0-122
POSITION TYPE: y
Pl TimeEmployee || PartTime Employee | _¢oe 319
Object 113 Object 114 Enter hourly raua for tem
SESUSL00
Ful Time Temporary || Part Time Temporary [x] * 384 =53,455 00
Object 121 Object 122 Hourh' Rate * 2,080 hrs, per year = Annual Salary
TEMPORARY POSITIONS:
05/01/2014 10/31/2014 Mon-Fri 92 hrs 3 months
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt | E Es Exempt D
Nen-Exempt E Non-Exempt
O

JUSTIFICATION/PRIORITY: (Explaln why this position or adjustment request is essential)
Will use individual to assist In the shredding, making copies, answering phones, running paperwerk from bullding to bullding, etc...

DEM 2007001 " Revised: 8/7/2007
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NEW POSTTION: Brief job description and attach a copy of the new job description.

See Altachment

POSTTION RECLASIFICATION: Expiain change and jor Increase in dutles and responsibllity. (Attach new job description)

COMMENTS: {Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recemmendation

%//_/ 12/03/2013

FUNDING AVAILAELE I DEPT, BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

m YEs Ow
@es [Jwo
@ O

HIDALGO COUNTY
DAN 2007003

Rersonnel Adjustment Request Form
Revised: B/7/2007



HipaLco County
Personnel Adjustment Request F

DEPARTMENT NAME/NUMBER: :
Hidalgo County District Attorney’s Office 12/12/

CURRENT POSITION TITLE: NEW SLOT. #: h
109-55F (1% 70—

REQUESTED POSITION TITLE: Assistant District Attorney II

REQUEST FOR:
E New Position D Temporary Position D Position Reclassification* D Other
POSITION SALARY REQUEST:
s 30, 00069
- 0.00 $3,000.00 $ $27,600:60
NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE

Position to be funded from one of the following:

D Current Department Budget Annual Budget Cycle D Will Require Additional Funds

K other 4-1223-412-00-080-007-0-113 As :f)(__- R 5XHJ§B.’Z’7 A_ _ w/
AGevdA Z7em {z35E

POSITION TYPE:
Full Time Employee Part Time Employee l:l
Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Temporary D Part Time Temporary I:]

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt @ Exempt D
Non-Exempt D Non-Exempt
A ]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Due to an increase in workload.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007
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NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and Jor increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

- .

f/ = 12/12/2013
c ) 2
ROY Cazares for Rene Guerra

. Yuthu ) %wwmd%hiﬁﬁ 111613

HUMAN RESOURCES DIRECTOR * DATE PERSONNEL PROCEDURES COMPLETED S ves |:] NO
3 X:;f 12/09/26%
DATE !

FUNDING AVAILABLE IN DEPT. BUDGET m | YES D NO

DEFARTMENT GF BUDGET & MANAGEMENT BUDGET PROCEDURES COMPLETED B Yes []no
4,  COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBEM 2007-001 Revised: 8/7/2007
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HinarLco County =%
Personnel Adjustment Request For,

A A
) /N17

DEPARTMENT NAME/NUMBER: DATE: &
Hidalgo County District Attorney’s Office 12/12/201 ‘?\> RES T
CURRENT POSITION TITLE: Assistant District Attorney II CURRENT SLOT. #:
066
REQUESTED POSITION TITLE:
REQUEST FOR:
D New Position D Temporary Position D Position Reclassification® Other Increase amount in slot
POSITION SALARY REQUEST:
1 $4,466.00 $7,466.00 $ $3,000.00
NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE

Position to be funded from one of the following:

D Current Department Budget E Annual Budget Cycle D Will Require Additional Funds
4-1223-412-00-080-007-0-113
E Other
POSITION TYPE:
Full Time Employee Part Time Employee D
Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Temporary D Part Time Temporary El

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt E Exempt D
Non-Exempt :’ Non-Exempt
A ]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Due to an increase in workload.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007



‘-

NEW P.OSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

o
L
l/

/,_») j 12/12/2013
1. T
Roy Cazares for Rene Guerra DATE FUNDING AVAILABLE IN DEPT. BUDGET m YES [] no
{24615
C DATE PERSONNEL PROCEDURES COMPLETED [~ Yes [ no
3. - lf?/ / "‘f’/ 2213
DEPARTMENT GF BUDGET g( _MQJAGEMENT DATE | BUDGET PROCEDURES COMPLETED ES [ NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007
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HipaLco County
Personnel Adjustment Request For

—

DEPARTMENT NAME/NUMBER: DATE: \" % o
Hidalgo County District Attorney’s Office 12/12/2013 N4 ESQ\'SQ*
CURRENT POSITION TITLE: INTAKE CLERK %RIRENT SLOT. #:

REQUESTED POSITION TITLE:

REQUEST FOR:
CHANGE EMPLOYMENT STATUS

] New Position [ Temporary Position [] Position Reclassification* X] other FROM FULL-TIME TO PART-TIME

POSITION SALARY REQUEST:

1 $33,280.00 $33,280.00 $ 0.00
NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE

Position to be funded from one of the following:

EI Current Department Budget |Z} Annual Budget Cycle [:] Will Require Additional Funds
50 omer 4"1223-412-00-080-007-0-114
POSITION TYPE:

Full Time Employee D Part Time Employee E
Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Temporary D Part Time Temporary D

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
w : 32-hrs——
01/01/2014 12/31/2014 Mon-Fri~ lyear .
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt IZ] Exempt |:|
Non-Exempt I:] Non-Exempt
]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Position no longer needed as a full time position. Will be reducing the amount of hours per week to 32 from 40.

HIDALGO COUNTY Personnel Adjustment Request Form
DEM 2007-001 Revised: 8/7/2007



NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

2.

4.

”(/,/ 3 /j 12/12/2013

Roy Cazares for Rene Guerra

Puthow 0. Loy m&w zwzs

HUMAN RESOURCES DIR‘EcrdR DATE

S\’ 12//9 /2003
DATE '

T
DEPARTMENTLOF BUDGET & IANAGEMENT

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

m YES [JnO

[9—es [ no

943 I:]NO

COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



EIV
Hiparco County =D
Personnel Adjustment Request Forrﬂ/
ooc 042013
DEPARTMENT NAME/NUMBER: DATE: W
Hidalgo County District Attorney’s Office 12/03/2013 0474:\! =&
CURRENT POSITION TITLE: CURRENT SLOT. #:
T107
REQUESTED POSITION TITLE: Clerk IV
REQUEST FOR:
E New Position "-@/’(Q’émporary Position D Position Reclassification™® D Other
POSITION SALARY REQUEST:
D-
1 P N $8,320.00 $ 8,320.00

NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE
Position to be funded from one of the following:

|E Current Department Budget [:l Annual Budget Cycle |:| Will Require Additional Funds

] — 4-1223-412-00-080-007-0-122
POSITION TYPE:
Full Time Employee [’ Part Time Employee I:] $20.00 hrly
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary | XX $20.00 hrly * 416 hrs = $8,320.00 (6 months)
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
01/01/2014 06/30/2014 Mon-Fri 16 ik per Wik Rt

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt E Exempt D
Non-Exempt I:l Non-Exempt
A ]
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
Working on modification of forms such as judgments, waivers and also make sure that we are in compliance with CJIS.
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001 Revised: 8/7/2007



NEW P3SITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and Jor increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

2 A
fé’i’_j / &/_Fj 12/13/2013

Roy Cazares for Rene Guerra FUNDING AVAILABLE IN DEPT. BUDGET

» Githa . oty by Jojustlow e

m YEs []no

HUMAN URCES DIREtr R DATE PERSONNEL PROCEDURES COMPLETED [d—Es []no
3. ] - ) g 2 //C D oL3

DEPARTMENT OF BUWAGEMENT DATE ' BUDGET PROCEDURES COMPLETED E/YES [] no
4. ~ COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request Form DEC 13 72013

DEPARTMENT NAME/NUMBER: DATE: %
Hidalgo County District Attorney’s Office 12/13/2013 AN RESO\SQ‘
CURRENT POSITION TITLE: Criminal Investigator I Current SLOT. #:
058
REQUESTED POSITION TITLE:
REQUEST FOR:
D New Position |_] “Temporary Position D Position Reclassification* @ Other Delete Position

POSITION SALARY REQUEST:

1 $35,000.00 0.00 $ -$35,000.00

NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE

Position to be funded from one of the following:

D Current Department Budget E Annual Budget Cycle |:| Will Require Additional Funds
<) — 4-1223-412—00~080~007-0-&- 2
POSITION TYPE:
Full Time Employee Part Time Employee E/
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Temporary I:] Part Time Temporary
Object 121 Object 122 v Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
01/01/2014
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt Iz] Exempt I:]
Non-Exempt ‘:J Non-Exempt
]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Delete vacant slot

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007



*w

NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility, (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1.

4
kj /& 12/03/2013

Roy Cazares for Rene Guerra

> Guthu (- lodtay JﬂMQ@” Jz 11>
HUM%WRCES Dlﬁcroa g DATE

= /f;z//é?/ﬂo

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

m YES []no
[FY¥es [Jno

B/YES [] no

DEPARTMENT OF-BUDGET & IJANAGEMENT BUDGET PROCEDURES COMPLETED
4, ~COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form
Revised: 8/7/2007

DBM 2007-001



HivaLco C o
Personnel Adjustment Request For .
EC 04 2013
DEPARTMENT NAME/NUMBER: DATE: \*} '\ C‘;’o
Hidalgo County District Attorney’s Office 12/03/2013 47 N
4N ResO
CURRENT POSITION TITLE: NEW SLOT. #:
T108
REQUESTED POSITION TITLE: Criminal Investigator I
REQUEST FOR:
& New Position E]t’%mporary Position D Position Reclassification® D Other
POSITION SALARY REQUEST:
S _
1 = o $5,999.00 s 5,999.00
NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE
Position to be funded from one of the following:
E Current Department Budget D Annual Budget Cycle D Will Require Additional Funds
v 4-1223-412-00-080-007-0-122
Rt Other
POSITION TYPE:
Full Time Employee E[ Part Time Employee EI $14.42 hrly
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Temporary || Part Time Temporary [xx] $14.42 hrly * 416 hrs = $5,998.72 (6 months)
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
Tuesday &
01/01/2014 06/30/2014 Wednesday 16 his pur week S mantis
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt @ Exempt D
Non-Exempt l:] Non-Exempt
A ]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
Will be reviewing misdemeanor files for filing in the county courts. Work on mvestlgatlons assrgned by Mr. Guerra or any of our prosecutors. Serve
nor or felonv court.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007
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v

NEW POSITION: Brief job description and attach a copy of the new job description.

See Attachment

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

12/03/2013
1.
DATE FUNDING AVAILABLE IN DEPT. BUDGET m YES []no
2 dos 121643
DATE PERSONNEL PROCEDURES COMPLETED [G-Yes [] o
DEPARTMENT OF BUDGET &MANAGEMENT DATE ' BUDGET PROCEDURES COMPLETED YES [ NO
4., COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY Personnel Adjustment Request Form
Revised: 8/7/2007

DBM 2007-001



