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	MEMO



Position Number:      
Position Title/Level:       
	TO:               Carrie Haley, Chief, Office of Human Resources
	     

	THROUGH:      
	Initial/Date

	
	     

	THROUGH:      
	Initial/Date

	
	     

	THROUGH:                                                                                                             
	Initial/Date

	
	     

	THROUGH:      
	Initial/Date

	
	     

	THROUGH:      
	Initial/Date

	
	     

	FROM:              
	Initial/Date

	
	     

	SUBJECT:        
	Initial/Date

	
	

	DATE:              
	


Salary Justification Information:
1. Applicant Name:       
2. Reason for Justification:

  New Employee (Outside DHSS)

  Lateral Transfer

  Promotion

  Equity

       Other – Explain:  
3. Current Employer and Merit Title (if applicable):       
4. Relation of Current Employment to this position:       
5. Relation of Education and Experience to this position:       
6. Relation of previous experience to this position:       
7. Recommended salary of       per pay period.

a) Range      , Step      
b) With a recommended probationary increase equivalent to       steps.

Explain if other than 2 steps:      
c) If candidate is a DHSS employee, current salary is:       per pay period.

d) Calculate percentage of increase:      
8. What would the recommended salary/step be based on the normal entry level or promotional/demotional formula?        
9. Why is promotional/demotional formula insufficient in this situation?       
10. The salary is  less than the previous incumbent, including a probationary increase?  
 more or 
            List salary of previous incumbent:      
11. Does your available funding support this position on an ongoing basis?

 No
 Yes


12. Does this cause an inequity within class, within the Division?

 No
 Yes


If Yes, please provide documentation indicating how the inequity will be alleviated or corrected.

cc:      
Revised March 2016
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AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.


[image: image1.jpg]