TIPS ON HOW TO UPDATE AN EXISTING PDQ:
Start by going through the existing PDQ and crossing out all those duties or examples in the job functions that are no longer performed.  All these duties are then summarized under sections II.D & F.  
Next, go through and note the additions: duties, programs, functions, changes in reporting lines, etc.  These are also summarized under sections II.D & E.
Section II.B refers to changes in positions – new positions added or vacated/inactive, or changes to the titles of positions -- not “who” has come & gone during the time that has passed.  Remember that the PDQ needs to stand on its own – without specifically identifying other employees by name.
Update the organizational chart (see instructions).  Be sure to include any changes in the reporting lines on the organizational chart under sections II.D, E & F.  The chart needs to correspond with section VII-Line or Staff Authority.
Finally, re-review  the functional attributes and make any corrections.


If this is just a minor or routine update without any change to classification, you can go ahead and print it out, sign & forward to HR for filing.  An electronic copy must also be forwarded to cspritzer@western.edu. 
If, however, the intent is for a reallocation of the position – whether currently occupied or not – you must first send the PDQ by email attachment to Cheelone.  It will be reviewed & we will email you back with our comments.  Be advised that reallocations also require additional paperwork on your part which we will forward to you once we receive the initial draft.
