Setting Pay at an Advanced Rate based upon 
Superior Qualifications and Special Needs Checklist
 FORMCHECKBOX 
 Justification Memo addressing the following:
1. Summary of the duties of the position
2. Title, series, grade and propsed step, and rate of pay
3. Recruitment efforts describing the methods, dates and results of the advertisement  and recent turnover for the same of similar positions.  Importance/Critically of the position to be filled and the effect on the agency if it is not filled or if there is a dealy in filling the positon.
4. Rationale describing the superior qualfications and/or the agency’s special need for the candidate’s skills
Superior Qualfications:  The description should include the level, type and/or quality of the skills and competencies relevant to the position advertised
Special Need:  The description should include the skills of the selectee that support an important agency mission, goal or program activitiy.
5. Salary determination describing why an advanced rate of pay is requested rather than, or in combination with, a recruitment incentive and a statement that the applicant has declined the offer of the position at the Step 1.
 FORMCHECKBOX 
  Supporting Documentation justifying the advanced rate of pay may include any of the following:
1. Written competing, non-Federal offer of employment.  

2. Match of the candidate’s current salary:  Candidates salary statement, W-2, pay slips or        

            other equivalent documentation.  Two or more consecutive statements should be included.

3. Cost of Living comparision.  The website currently used is  HomeFair.com http://www.HomeFair.com
4. Appropriate Salary Surveys:  The Association of American Medical Colleges (AAMC) Report 
 FORMCHECKBOX 
 Candidates application

 FORMCHECKBOX 
 Classified Position Description and OF-8
 FORMCHECKBOX 
 Copy of the Certificates of Eligibles
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