
Agency Division / Program Area

Type of Request
PE Rating 

(for Prof. Cert. ONLY)                  

Employee Name Proposed Effective Date

Name of 
Certification/Degree

Date Degree/                
Certification Obtained

Employee ID Position Number

Class Title Employee Status

 Salary Grade Current Base Salary                  

Pay Plan Proposed Salary

Salary Range Max Percentage Increase

Required Signatures

(sign and date)

College Degree: Diploma or official transcript (date of obtainment must be present)

Agency Human Resources Officer (Director) Agency Appointing Authority
(sign and date) (sign and date)

Commissioner, Department of Human Resources

Professional Certification or College Degree Increase Request

This form is required for Professional Certification and Education/Knowledge Based Pay ePAF processing. All fields 
are required. The effective date must be the first day of the defined work week after the ePAF has been approved by 
the agency appointing authority. If the requesting agency has omitted pertinent information for DOHR to make the 

appropriate determination, this form may be returned to the requesting agency for additional information to be 
submitted before a final determination is made. 

Professional Certification: Certification or the approval letter from the certifying body who administered the examination 
(date of obtainment must be present)

Describe in detail how this degree/certification is directly related to the employee's major job responsibilities. 

Required Documents:

Official Documentation of Degree/Certification Obtainment
F&A Funding/Salary Admin Plan
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