Attachment 2


ADVANCED STEP REQUEST FORM

To approve advanced step requests in accordance with County Policy, this form is to be completed prior to the advanced step employment offer.  Following completion, submit to the Human Resources Division for review and approval. 

	Date
	     


	Department
	     

	Contact Name
	     
	Contact Number

     


	Name of Employee
	     
	Classification Title
	     


	Proposed Salary Step:
	     

	Proposed

Hire Date:
	     


	Please provide clear support documentation for the proposed advanced step:

	Education:

     

	Experience:

     

	Special Certifications, Licenses, Etc.:

     

	Other Relevant Job Related Criteria:

     


Specify recruitment difficulties that support your request:

     
Note:  Advance Step requests must be submitted to the Director of Human Resources (1) work week in advance in order to review and process the request.

Department Approval:      



Date:       



(Signature of Appointing Authority)

For Human Resources Only:

	Date Received:     
	Reviewed by:     
	Approved by:     

	Comments/Concerns:

     


2/2002



