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Pay Action Worksheet

A PAW encourages agencies to assess applicable Pay Factors when considering classified or wage employee pay actions. PAWs provide a means of documenting resulting pay decisions.  The form should be completed and signed by the appropriate supervisor and Vice President and forwarded to Human Resources. 
	Effective Date

(for HR use only)
	Employee Name
	Employee ID
	Position #


Instructions:  Check only those pay factors that were considered in reaching this pay decision and provide appropriate justification of your decision about that factor; attach additional sheets if necessary.  The definition of each pay factor is included in this form. (Consideration of the factors should occur before any discussion with any employee takes place.  Note:  a current employee must meet or exceed performance standards to be eligible for a management-initiated increase)

	JOB 

	     

     Agency Business need


     Duties and Responsibilities


	Comments:



	EMPLOYEE

	
     Performance

     Relevant work experience/education

      Knowledge, skills, abilities, competencies

     Relevant training, certification, license, etc.

     Internal salary alignment


     Current salary


	Comments:

	Market

	     Market availability

     Salary reference data

     Total Compensation
	Comments:



	Financial

	     

     Budget implications


     Long-term impact
	Comments




_________________________________________
__________
__________________________________
_______

Department Supervisor



Date

Area Vice President/Designee

Date

_________________________________________
__________

Human Resources



Date
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