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[bookmark: _Toc138931434]IN-RANGE PROGRESSION PLAN
MUS Staff Compensation Plan Pay Policy #6.0
VIEW ENTIRE PLAN: https://www.umt.edu/human-resources/forms-docs/MUS-Pay-Guidelines.pdf

This form is to be used when making a request for In-Range Progression Pay in accordance with relevant sections of the Staff Compensation and Performance Development Guidelines and Pay Rules. 

IMPORTANT:  An updated role description must be submitted to and reviewed by the Compensation Team prior to this request. 

In-Range Progression Pay may be awarded when:
· there is an increase in an employee’s knowledge, skills, duties and responsibilities within his or her job title; and
· the appropriate level of management has identified a need within the department for higher level responsibilities.

	[bookmark: Text1]Employee Name:                                              
	Employee ID 790 #:                                              

	Job Title:                                              
	Department Name:                                              

	Current Base Rate:                                              
	Rate with proposed 4% Increase:                                            

	Index Code:                                              
	Effective Date:                                              



Eligibility requirements:  (Each of the following questions must be answered in the affirmative.)

       1.  Has the employee completed his or her probationary period?

       2.  Has the employee received a “Meets Expectations” or higher on the most recent performance review (within the last 12 months)? 
       3.  Is the employee free of active disciplinary actions?

Please address the following criteria to substantiate the request for In-Range Progression Pay: 

1. Describe the projects, assignments and responsibilities given to or assumed by the employee.  Note that the duties should be performed on a regular basis and meet distinct organizational needs. 

1. Describe the higher level skills and knowledge that the employee has acquired.

1. Confirm the proposed salary is justified and reasonable in relation to other positions of comparable title and pay in the department.
 

__________________________________	________________	__________________________________	_______________
Supervisor 				Date			Dean/Director 				Date	

__________________________________	________________	__________________________________	_______________
Vice President/Provost 			Date			HR Director                         		Date

Please return the signed form to your campus Human Resource Services office.
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