REV 01/11

BANNOCK COUNTY


 SALARY RATE APPROVAL FORM
	EMPLOYEE NAME / NUMBER 
	
	

	DEPT / ACCT  NUMBER
	
	

	JOB TITLE / PAY GRADE 
	
	

	EFFECTIVE DATE
	
	
	

	NOTICE TO DEPARTMENT HEADS/ELECTED OFFICIALS :
It is the responsibility of the Department Head/Elected Official to see that each employee is properly enrolled for payroll.  This form should be completed and filed with the Personnel Office three days prior to the effective date of employment.  Each new employee must make an appointment to meet with Personnel to complete all required forms.


	
	STATUS

	
	Exempt Employee
	 
	YES
	
	NO
	
	

	
	Full-time Employee 
	
	YES
	
	NO
	Hours per week
	   

	
	     207K Employee
	  
	YES
	
	NO
	
	

	
	Part-time Employee
	 
	YES
	
	NO
	Hours per week
	   

	
	       (Note: If 20  hours or more per week , employee will be enrolled in county retirement plan).

	
	Temporary Employee
	
	YES
	
	NO
	Length of employment
	

	
	
	
	
	
	
	Hours per week
	

	
	(Note: Temporary employee is not to exceed a continuous 5 month period, or 40 hours per week)



 



      Nonexempt Employee

           Exempt Employee


	PRESENT SALARY:
	Hourly
	
	
	Biweekly
	

	REQUESTED SALARY:
	Hourly
	
	
	Biweekly
	

	If a  replacement,  for whom :
	


	Reason for change/comments:
	

	
	


	

	Prepared By :
	
	Date Signed :
	
	

	
	Elected Official / Department Head
	

	
	


RETURN TO PAYROLL BEFORE TAKING TO COMMISSION
	EMPLOYEE NAME : 
	
	TITLE :
	


	**TO BE USED FOR AUDITING OFFICE PURPOSES ONLY**


	PAYROLL AUDIT BY :
	
	
	
	DATE:
	
	

	      Currently Budgeted
	$
	

	      Projected to be Used
	$
	Does include pay out of vacation/sick/comp hours.

	      Difference (+ or -)
	$
	
	

	Comments :
	
	

	
	
	

	
	
	
	
	

	BUDGET AUDIT BY :
	
	
	DATE:
	
	

	      New annual salary
	$
	Benefits are not included in amount.

	      Old annual salary
	$
	Benefits are not included in amount.

	      Difference (+ or -)
	$
	(           % of Change )

	Comments :
	
	

	
	
	


	Will this impact next year(s budget ?
	
	NO
	
	YES
	If yes, how much ?
	$
	

	Comments :
	
	

	
	
	

	
	
	


	HR REVIEW BY:
	
	DATE:
	
	

	Comments :
	
	

	
	
	

	


ATTN COMMISSION: PLEASE DO NOT SIGN IF AUDIT HAS NOT BEEN COMPLETED
BOARD OF BANNOCK COUNTY COMMISSIONERS:


Steve Hadley, Chairman


Karl E Anderson, Member


Howard Manwaring, Member
