
Degree Pay Request Form 

Employees are encouraged to complete additional accredited educational programs to 
develop and strengthen the knowledge and skills necessary to perform their current job 
responsibilities. Employees who complete a degree provided by an accredited institution, 
such as a state college or university, or community college in regular or extension 
programs, are eligible for a pay increase per PR-302(N). 

Employee Information 

Employee: 

Employee Number: 

Department/Office: 

Job Title: 

Institution information 

Name of Institution: 

Address, City, State and Zip Code: 

Name Used While Attending: 

Start and End Dates of Attendance: 

Date of Degree Earned: 

Major Field of Study: 

Required Documentation 

Attach a copy of your degree or transcript. 

Attach a copy of your current job description. 
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Employee Acknowledgment 

__________________________________ ________________ 

Employee Signature  Date 

________________________________ _______________ 

Appointing Authority Signature Date 

[   ] Approved 

[   ] Denied 

Comments: 

___________________________________ ________________ 

Chief Human Resources Officer Signature Date 

Human Resources Use Only 

Degree/Certification/Transcript Attached: ☐ Yes ☐ No

Verified via educational verification system: ☐ Yes ☐ No

Regular status employee: ☐ Yes ☐ No
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