DOCUMENTATION REQUIRED FOR HR ACTION REQUESTS
	New Hire/  Promotion/  Acting Pay/ Acting Promotion/  reinstatement/  transfer

	
	DHHS HR Action Request Form
	
	Aggregate Leveling Form (Banded)

	
	Justification Memo
	
	Competency Assessment (Banded)

	
	Employment Application
	
	Salary Decision Worksheet (Banded)

	
	Vacancy Announcement (except acting promotion)
	
	Cross Agency Verification Report (BOBJ – BP002 or BP004)

	
	Equity Analysis *
	
	Licensure screenshot from credentialing board, if applicable

	
	Salary Qualification Worksheet (graded/medical)
	
	

	
	
	

	In-Range Adjustment

	
	DHHS HR Action Request Form 

	
	Applicable In-Range Form 

	
	Justification Memo

	
	Salary Qualification Worksheet

	
	Equity Analysis *

	
	Old & New Signed Updated Position Descriptions

	
	
	

	Career Progression/Comp Lvl Chg (Banded classes)

	
	DHHS HR Action Request Form 
	
	Equity Analysis* and Aggregate Leveling Form (if filled)

	
	Justification Memo
	
	Competency Assessment (if filled)

	
	Analyst Notes
	
	FLSA Test

	
	Old & New Signed Updated Position Descriptions
	
	Proposed O-Chart

	
	Salary Decision Worksheet (if filled)
	
	

	
	

	Career Progression/Increased Comp or Transfer between Banded Classes

	
	DHHS HR Action Request Form 

	
	Justification Memo

	
	Salary Decision Worksheet

	
	Old and New Competency Assessments

	
	Equity Analysis* and Aggregate Leveling Form

	
	
	
	

	Delayed Promotion/Reallocation (balance)

	
	DHHS HR Action Request Form 

	
	Justification Memo

	
	Copy of Original Action/PCR Notes Documenting Balance

	
	Copy of Original Approved Freeze Release or DHHS HR Action Request Form Documenting Balance


	Reallocation

	
	DHHS HR Action Request Form 
	
	Salary Qualification Worksheet (if filled)

	
	Justification Memo
	
	Equity Analysis* (if filled) 

	
	Analyst Notes
	
	FLSA Test

	
	Old & New Signed Updated Position Descriptions
	
	Proposed O-Chart


*Equity Analysis requirements:  

· The following fields must be included, in this order on the equity report:  Org Name, Gender, Ethnic Origin, Age, PERNR, employee name, employee pay level or position competency level, job, education level, months of state service and annual salary.
· Report must include jobs in the same classification and relevant work unit.  Relevant work unit is the division or the agency.  The agency is the relevant work unit if there are less than 3 comparable positions in the division.  

· Use BI Report 0088-2, Employee Salary Comparative Analysis or use the agency-wide equity report on the Classification and Community website which is located on LMS under the connect tab.
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