MERIT PAY CHECKLIST

	Required Activity


	Completed

	Two copies of Merit Request Packet to the office of the VPAA by third Friday in March.
	

	All forms were obtained from the HR Website


	

	Document is typewritten

	

	Merit Pay Checklist Completed and Signed


	

	Merit Activity Summary Form is completed


	

	One Merit Activity Identification and Documentation Sheets is utilized for each activity number

	

	All activities requiring Pre-Approval have the Merit Activity Pre-Approval Form

	

	The “only acceptable form of documentation” is attached verifying completion of each activity


	


I hereby affirm that this completed merit packet contains no willful misrepresentations or falsifications.  I am fully aware that should investigation at some time disclose any such misrepresentation or falsification, I would become subject to appropriate disciplinary action which may include dismissal.  I authorize any verification of all statements contained in this application as may be necessary in arriving at an award decision and agree to hold WV Northern Community College harmless from any information obtained.  I realize it is my responsibility to complete fully all sections of the merit procedure and forms and failure to do so may result in my merit packet not being considered for merit.  

_____________________________________        ____________________

                               Signature




       Date

Revision Date:  8/28/12

