[image: ]RULES – Advanced Hiring Rate
APPROVAL CHECKLIST
(State Personnel Rules – Chapter 8)


Agency Name:   Click here to enter text.
Candidate Name:   Click here to enter text.
Classification and Class Code:   Click here to enter text.
Position Number:   Click here to enter text.
Essential purpose of position: Click here to enter text.         
Minimum Permanent Rate: Click here to enter text.
Requested Salary: Click here to enter text.
Was the candidate offered the minimum permanent rate? Click here to enter text.
Justification for Adjustment:

· Recruitment Difficulties: 
· List of publications/websites utilized 
· Number of applications received 
· Number of applicants minimally qualified 
· Number of applicants interviewed 
· Other specific information used in making the hiring decision (skills, experience, training above and beyond minimum qualifications, etc.) 
· Market considerations (data supporting non-competitive hire rates for classification/location) 

Click here to enter text.  	
Will the agency offer the position to any other candidate should this candidate decline? Provide alternate candidate’s name
Click here to enter text.
What are the consequences if agency must continue recruitment effort?

Click here to enter text.


Impact:
List all employees within the agency occupying the same classification (see example below and create spreadsheet to capture ALL employees in the same class).
	First Name
	Last Name
	Continuous Service Date
	Time in Job Profile
	Job-Related Credentials
	Total Base Pay
	Position Number

	John
	Doe
	11/02/1998
	6.63
	LPN
	$32.36
	02500000

	Jane
	Doe
	10-05-1998
	18.54
	MD
	$35.403
	02500001



Click here to enter text.
Will this adjustment create internal inequities?
If yes, provide agency plan to address inequities. If no, provide explanation of why there is no inequity.
Click here to enter text.   	
Fiscal Impact: 
· How will the increased salary be funded? Specifically, what budget program(s) and fund type(s) are impacted? 
· The information should include the fiscal impact amount (for each affected program and fund type) for the current fiscal year as well as the fiscal impact in subsequent fiscal years when fully-annualized. 

Click here to enter text.
Reviewed by State Budget Analyst:	☐	
Reviewed by Agency Director or delegated designee:	☐
     
Reviewed by Agency Budget Analyst:		☐      



**IMPORTANT**
Appropriate approvals and acknowledgements must be requested and received prior to notification of candidate!
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