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The CPS HR Consulting Appeals Process is presented in the flowchart below.  

Employee reviews Allocation Notice 
and provides response

One or more disagree with 
Allocation Notice

If all in agreement with 
Allocation Notice

CPS HR prepares Allocation Notices 
and distributes to City employee s

Supervisor reviews Allocation Notice 
& employee response; provides 

feedback.

Manager reviews Allocation Notice, 
employee and Supervisor feedback; 

provides feedback

Complete! Do not submit to CPS HR.

Manager submits Appeal Form to 
CPS HR

CPS HR Consultant reviews, 
writes response and justification

CPS HR Project Manager reviews 
Consultant recommendation and 

approves or revises

CPS HR prepares Appeal Responses 
and distributes to City employee s

CPS HR logs Appeals in electronic 
Appeals Tracker

Complete!
City works with employees

on any additional issues 

CPS HR Consulting

Basic Appeals Process

Roles:  Client (green)    CPS HR (red)

Key Deliverables & Service 

 Preparation and distribution of Allocation Recommendation Notices and blank Appeal Forms to 

employees. 

 Review of Appeal Forms and any additional documentation to make Final Allocation Decision 

 Prepare and distribute Final Allocation Decision; update or edit classification specification where 

appropriate 

Technology Used 

 CPS HR Consulting will distribute Allocation Recommendation Notices to employees via email to 

organizational email accounts; the Allocation Recommendation will be attached as a PDF. 

 CPS HR will log and review all Appeals in the Appeals Tracker, shown in figures 2a and 2b.  
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 All review, notes, and letter language will be written in this tracker and all work is visible to the 

City. Based on the City’s desired involvement, the City may also be built into the workflow to 

review final allocation recommendations. 

 CPS HR Consulting will distribute Final Allocation Notices to employees via email to organizational 

email accounts; the Final Allocation Notices will be attached as a PDF. 

 CPS HR will provide the City with a timestamped logged of all discussion and decisions that take place 

in the Appeals Tracker for each employee. Additionally, the City will receive a folder for each employee 

including the Allocation Recommendation Notice, PDQ, and Final Allocation Decision Notice. 

 

Figure 2a: Appeals Tracker Datasheet 
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Figure 2b: Appeals Tracker, Appeal Review Form 

 

Client 


