State of New Mexico Judicial Branch 
Administrative Office of the Courts
Supporting Document Form & Position Assignment Documentation Form (SDF/PADF)

	Action Requested (Complete Sections 1 & 2)

	 FORMCHECKBOX 
 Creating (Attach job description & org chart.)
 FORMCHECKBOX 
 Extending End Date
 FORMCHECKBOX 
 Inactivating Position

 FORMCHECKBOX 
 Changing Position Status

 FORMCHECKBOX 
 Changing FTE

 FORMCHECKBOX 
 Reclassification (Attach JAQ & Employee App if filled.) 
	 FORMCHECKBOX 
 Changing Location Code

 FORMCHECKBOX 
 Changing Department No.
 FORMCHECKBOX 
 Changing Position “Short Title”
 FORMCHECKBOX 
 Changing Org Level

 FORMCHECKBOX 
 Changing Supervisor Reports To
 FORMCHECKBOX 
 Other: ___________________(please explain)

	Judicial Entity Name, Agency #, Division:      
	Effective Date:       

	Incumbent’s Name:       
	Emp ID:       
	Requested By:      

	Current 
	Proposed

	Dept. No.:      
	Dept. No.:      

	FLSA Status:     FORMCHECKBOX 
 Exempt      FORMCHECKBOX 
 Non-Exempt
	FLSA Status:     FORMCHECKBOX 
 Exempt     FORMCHECKBOX 
   Non-Exempt

	Position/PERM No.:      
	Position PERM No.:       

	Classification:      
	Classification:      

	Working Title:       
	Working Title:      

	Job Class Code:      
	Job Class Code:      

	Position Short Title #, Org Lvl:      
	Position Short Title#, Org Lvl:      

	Key Position (Supervise 2 or more.):     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	Key Position (Supervise 2 or more.)     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Reports to:      
	Reports to:      

	Location City/County:      
	Location City/County:      

	Pay Range      
	Pay Range:      

	Hourly or Annual Salary: $     
	Hourly or Annual Salary:      

	Create Date:      
	Create Date:      

	End Date:      
	End Date:      

	Perm/Term/T180/Temp:
	Perm/Term/T180/Temp:      

	F.T.E.: 
	F.T.E.:      

	Source of Funds (Attach copy of federal grant if a term position or otherwise applicable):      

	Will this action require a BAR?     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	 Justification (reason for request)

	     

	JUDICIAL ENTITY USE ONLY

	[image: image1]  ___________
 [image: image2]
 FORMCHECKBOX 
 Approve      FORMCHECKBOX 
 Disapprove
Human Resources Officer or Court Financial Officer
[image: image3]   __________
 [image: image4]
 FORMCHECKBOX 
 Approve      FORMCHECKBOX 
 Disapprove
Administrative Authority
 Date

	AOC USE ONLY

	[image: image5]   _________
 [image: image6]
 FORMCHECKBOX 
 Approve      FORMCHECKBOX 
 Disapprove
AOC Human Resources Director
 Date



	[image: image7]  __________
 [image: image8]
 FORMCHECKBOX 
 Approve      FORMCHECKBOX 
 Disapprove
AOC Chief Financial Officer, if required
 Date


cc:   Position/PERM File, Employee Personnel File
Dev:  5/2011


Rvd: 12/2012
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