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	SALARY EXCEPTION REQUEST
FOR NEW EMPLOYEE: STEP 3 OR HIGHER
HR Personnel Records Form



	Employee:
	[bookmark: Text1][bookmark: _GoBack]     
	
	Employee OR# :
	     

	
	
	
	
	

	Supervisor:
	[bookmark: Text2]     
	
	Functional Unit:
	[bookmark: Text5]     

	
	
	
	
	

	Location:
	[bookmark: Text6]     
	
	
	



Reason for Request: Describe the process used so far to obtain a qualified and skilled individual to fill this position.  Describe why this position is critical to the Department’s mission.
	     



Qualifications: Describe the candidate’s qualifications (recent positions held, employer(s), and education).
	     



Compensation with Previous Employer:

	[bookmark: Text8]     
	Salary:
	[bookmark: Text9]     

	Current employer name
	
	Salary (per hour/month)




Request for Higher Salary Rate:  

	Classification:
	[bookmark: Text10]     
	Class Num.:
	[bookmark: Text13]     

	
	
	
	

	Representation:
	[bookmark: Text11]     
	Salary Range:
	[bookmark: Text14]    

	
	
	
	

	Base Salary:
	[bookmark: Text12]     
	Step:
	[bookmark: Text15]     




Approval:


	
	
	[bookmark: Check1]|_| Approved
	
	[bookmark: Check2]|_| Denied

	Assistant Director
	[bookmark: Text7]     
	Date
	
	
	

	
	Division
	
	
	
	




	
	
	|_| Approved
	
	|_| Denied

	Director of Human Resources
	Date
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