SUPERIOR QUALIFICATIONS APPOINTMENT (SQA)

Request Worksheet

Selectee Name:

Position Title:

Pay Plan: Series: Grade: Step:
GS

Base Salary $

(not including locality/special rate):

MTF/Center: (Select MTF or Center)
Directorate/Division:
Department/Service/Branch:

Hiring Manager:

Email:

Telephone:

RPA # (if applicable):

NATIONAL CAPITAL
REGION MEDICAL

Proposed Step or Increased Rate (up to 20% of Base Salary):

If any answer below is “No,” the SQA cannot be approved.

S

services fill a special need of the agency?

5. Is the candidate’s most recent performance rating of record at least “Fully Successful” or

Has the position been designated as “hard to fill”?

Is the position covered in one of the approved categories provided in 5 CFR 575.1037?
Is this incentive for a newly appointed employee as defined in 5 CFR 575.102?
Does the candidate possess superior qualifications for the position or do the cano

CYES

[ YES
[ YES
[ YES

idate’s

[ YES

equivalent? (Skip this question if the incentive is for a newly appointed employee)

6. Was determination based on one or more of the following factors, as applicable in the case

at hand?

e Factors Considered (Please select all that apply)
[] Candidate has special qualifications needed to meet

mission requirements

[ significant differences in the Federal and non-Federal [__| Importance/criticality of the position to be filled and the effect
salaries for the skills and competencies required in

the position to be filled

[] Recent turnover in the same or similar positions

CYEsS

[] Desirability of the duties, work or organization environment, or

geographic location of the position

on the agency or mission if the position is not filled

[JSuccess of recent recruitment efforts involving similar positions

[CNO
CInNo
[INO
[INO
[INO

CINO

Attach the Required Documents and Justifications to this Request Worksheet

CHRC Validation of Qualifications

Required Documents and Justification from Nominating Supervisor:

Candidate’s Resume (must show significant non-Federal experience that is directly applicable to the

requirements of the position)

Written explanation as to why a recruitment incentive was not chosen or why the SQA was offered in

conjunction with a recruitment incentive

Written documentation of superior qualifications of the individual or special agency need for the candidate's

services that justifies a higher minimum rate
Position description of the job being filled
DD214 (Member 4 Copy needed) -Prior Military Only

O Valid

Print Name:

Title/Rank:

Signature:

O Invalid

Resource Management

Nominating Supervisor

Second Level Approver (Optional)

Final Level Approver

O Approved O Disapproved

Print Print
Name: Name:
Title/ Title/
Rank: Rank:
Signature: Signature:

O Approved O Disapproved

O Approved O Disapproved

Print Print
Name: Name:
Title/ Title/
Rank: Rank:
Signature: Signature:

O Approved O Disapproved


Sticky Note
Agencies may pay a recruitment or relocation incentive to an eligible individual who is appointed to one of the following categories of positions: General Schedule (GS); senior-level or scientific or professional (SL/ST); Senior Executive Service (SES); Federal Bureau of Investigation and Drug Enforcement Administration (FBI/DEA) SES; law enforcement officer (LEO); Executive Schedule (EX); prevailing rate (wage) positions; and positions in a category for which payment of recruitment or relocation incentives has been approved by OPM at the request of the head of an executive agency. (See 5 CFR 575.103)

Sticky Note
For the purpose of paying a recruitment incentive, newly appointed refers to —
The first appointment, regardless of tenure, as an employee of the Federal Government; 
An appointment of a former employee of the Federal Government following a break in service of at least 90 days; or 
An appointment of an individual in the Federal Government when his is her Federal service during the 90-day period immediately preceding the appointment was limited to one or more of the following: 
A time-limited appointment in the competitive or excepted service; 
A non-permanent appointment (excluding a Schedule C appointment under 5 CFR part 213) in the competitive or excepted service; 
Employment with the government of the District of Columbia (DC) when the candidate was first appointed by the DC government on or after October 1, 1987; 
An appointment as an expert or consultant under 5 U.S.C. 3109 and 5 CFR part 304; 
Employment under a provisional appointment designated under 5 CFR 316.403; or 
Employment under the Student Career Experience Program under 5 CFR 213.3202(b). 
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