
FY2026 CEC Plan Review: Process and Tracker Instructions 

FY2026 CEC PLAN TRACKER: CEC-plan-review_FY2026.xlsx
Teams group with DFM and DHR Leadership


CEC Plan Tracker Column Color-Coding:
· Yellow: Chris Eismann 
· Blue: DHR Bureau Chief or HR Officer
· Green: DFM
· Gray: Ashley Mattoon / DHR Systems and Data Team


CEC Approval Process and Tracking: 

1. All agency plans must be submitted by April 25, 2025. 
1. Chris receives the plan (if not to the DHR inbox, please forward)  
1. Chris reviews plan, adds notes to Tracker in columns with Chris E. indicated
1. Chris forwards agency plan (with all attachments) to Ops BC with feedback
1. Chris saves agency plan drafts and attachments to the Shared Drive (P) > Comp Memos > 2025 > Agency > Draft folder
1. Ops BC works with HRO to understand/correct
1. Updated draft in the folder (by sending to Chris to file) and then to DFM Analyst letting them know that DHR approves
1. Once DFM also approves, DHR Ops BC sends approval email to HRO and Director etc.  (copy Chris for tracking purposes)
1. Ops BC – ensure that Chris receives final drafts of both spreadsheet and memo
1. Chris saves agency plan drafts and attachments to the Shared Drive (P) > Comp Memos > 2025 > Agency > Final folder


Agency CEC Resources: 
· FY 2026 Annual CEC Guidance
· FY 2026 Required CEC Plan Template
· FY 2026 CEC Frequently Asked Questions
· FY 2026 CEC Budget Workbook Template
· FY 2026 Variable Benefit and Health Ins Rates Calculator
· FY 2026 Sample Letter – Component 1
· FY 2026 Sample Letter – Component 2
· FY 2026 Sample Letter – Component 3
· FY 2026 Sample Letter – Component 4



	COLUMN
	INSTRUCTIONS
	TRACKER
	REVIEWER

	A
	Agency Code
	(already added)
	---
	

	B
	Agency
	(already added)
	---
	

	C
	HR Officer
	(already added)
	---
	

	D
	DHR Bureau Chief
	(already added)
	---
	

	E
	DFM Analyst
	(already added)
	---
	

	F
	DHR Rec’d Date
	Date drafted plan and attachments are received by DHR Inbox
	Date
	Chris E.

	G
	HRO Sent/CC’d?
	Was plan submitted by HRO (or HRO was cc’d)?
· If not, Chris to forward plan to HRO and ask if they were able to review. 
	Yes / No
	Chris E.

	H
	CC’d DHR Bur Chf?
	Was DHR Ops Bureau Chief cc’d? 
· If not, Chris to email them an FYI that __ agency plan was received
	Yes / No
	Chris E.

	[bookmark: _Hlk196225318]DHR MEMO: Required Elements

	I
	Memo Template
	Did agency follow the required memo template format? 
· FY 2026 Required CEC Plan Template
· Effective date must be June 8

Did agency follow correct naming conventions?
· [Agency#_AgencyName_FY26CECMemo_Draft/Final_Date]
· E.g. 194_Division of Human Resources_FY26CECMemo_Draft_04.15.2025

If Components 2, 3, and/or 4 do not apply for the agency, they do not need to be included in the memo.
	Yes / No
	Chris E.

	J
	Comp Phil
	Did the agency describe their compensation policy or note that they use the statewide policy? 
Agency policies should be included in the email attachments if applicable. 
	Yes / No
	Chris E.

	K
	Component Order
	Is order of implementation of components accurate?
	Yes / No
	Chris E.

	L
	Matrix Rates 
	Component 1: Merit-Based Increase
Does the matrix use the required matrix and CEC amounts?
· DNA: $0.00, APS: $1.05, SS: $1.30, EX: $1.55
	Yes / No
	Chris E.

	M
	APS+ w/in 12m, not prior CEC
	Does plan state all eligible employees have at least an APS rating or higher, within last 12 months, not used for prior CEC?
	Yes / No
	Chris E.

	N
	Ent Prob Eligible
	Does plan include how agency treats any entrance probational employees (if eligible, including when they will receive CEC)? Is this clear for employees?
	Yes / No / n/a
	Chris E.

	O
	Payline Shift
	Does plan include if any employees will be below the minimum pay rate of their applicable FY2026 pay grade/structure? If so, does plan include # of employees affected?
	Yes / No
	Chris E.

	P
	Director $1.55
	Does plan include Director CEC ($1.55 as placeholder)? 
· Confirm Director is also added on agency spreadsheet
	Yes / No
	Chris E.




	Q
	CEC Only
	Does submitted CEC plan include approved CEC components only?
· Plans should not include other actions, such as group bonuses, internal equity adjustments, other legislative funding adjustments, etc.
	Yes / No
	HR BC

	DFM MEMO: Required Elements

	R
	FTP Count
	Verify the FTP count in the plan matrix and the vacancies noted in the plan add up to the agency FTP cap.
	Yes / No
	DFM

	S
	Budget Matrix/
Summary
	The budget matrix should tie to the number on the summary tab on row 5 of the spreadsheet. Market based and payline shifts will add up to the “other CEC” box.
	Yes / No
	DFM

	T
	Total Agency Est PC
	For the estimated FY26 PC budget totals, vacancies and group and temp need to be included in the staff tab OR there needs to be an additional tab showing a total for those positions so we can see the math and ensure these amounts have been added to the total agency estimated PC.
	Yes / No
	DFM

	U
	Reversion Amounts 10.61
	Reversion amounts in both matrices should only be for the 10.61 portion not being used.
	Yes / No
	DFM

	V
	Total PC Fund Accurate
	Use the maintenance and enhancement bills to determine the total PC for each fund that was appropriated is accurate.
	Yes / No
	DFM

	DHR SPREADSHEET: Components and Calculations
	

	W
	1
	Component 1

On the agency spreadsheet, sort by Column V
· Do Eval Ratings in Column V align with CEC amounts in Column X? DNA: $0.00, APS: $1.05, SS: $1.30, EX: $1.55

Sort by Column W
· Are there employees included on spreadsheet who are not eligible for CEC? Is it clear why? (E.g., DNA rating, temporary employee, etc.) Do they have $- in Column X?
· Temporary employees should be marked as Not Eligible for CEC unless agency received a specific appropriation for CEC for these staff.
	Yes / No
	HR BC

	X
	Matrix # / % 
	Insert a pivot table and add appraisal ratings / count of employee name. 
· Scribe: How To Create a Pivot Table   

Do the employee/rating counts in the plan matrix match counts in the agency spreadsheet? 
· E.g., matrix shows 25 employees are at EX rating, and spreadsheet also includes 25 employees with EX rating. 
· Column V = appraisal rating

Are the matrix percentages calculated correctly?
· E.g., matrix shows 25 employees at EX rating, of 100 employees eligible for CEC. Matrix correctly notes 25% as the percentage. 

Are matrix totals calculated correctly?
Verify # and % columns are totaled correctly in Total column
	Yes / No
	HR Officer

	Y
	Hired before 3/29
	Sort by Column T
· Does spreadsheet only award CEC to employees who were hired with the State (not just agency) before March 29, 2025? 
	Yes / No
	HR BC

	Z
	Ent Prob @ SS
	Filter Column U – Entrance Probation only
· Does spreadsheet use $1.30 (SS) as placeholder for entrance probation employees?

Clear filters
	Yes / No
	HR BC

	AA
	Class: Passed Ent Prob
	Filter Column L – Classified only
· Have all employees passed entrance probation, or if still showing as being on entrance probation, are they Eligible for CEC = Yes, SS/$1.05 CEC placeholder?

Clear filters
	Yes / No
	HR BC

	AB
	Non-Class: Emply 6m+
	Filter Column L – Non-Classified only
· Have all non-classified employees been employed at the state for at least six months and have an appraisal? Refer to Columns T and V if needed. 
	Yes / No
	HR BC

	AC
	Non-Class = PG
	Have all non-classified employees been assigned a Luma paygrade in Column N?

Clear filters
	Yes / No
	HR BC

	AD
	Payline Moves
	On the agency spreadsheet, review Column AE. If all are blank, review agency plan to verify no notes about Payline Moves. If no payline moves, enter n/a on tracker.

Below is only applicable if Column AE and/or Agency Plan indicate some employees will be below the FY2026 minimum pay rate for pay grade after Components 1-4 are awarded.

If employees have amounts in Column AE, or agency CEC plan notes payline moves process:
· Filter to hide (uncheck) Blanks in Column AE
· Sort by Column N
· Do Columns AF-AG meet the minimum pay rate/compa ratio for the pay grade? 
FY2026 pay schedules: https://dhr.idaho.gov/state-employee-compensation/ (ensure you are reviewing correct schedule for job class)

Clear filters
	Yes / No / n/a
	HR Officer

	AE
	TSMs (>PG Max)
	Only applicable if any employees will be above the pay grade max after CEC implementation

Sort by Column AG (largest to smallest)
· Are any employees’ final rates 150% or higher?
· Are increases calculated correctly? 
	Yes / No / n/a
	Chris

	AF
	2
	Component 2
Only agencies with appropriate job classes should have this component. Refer to CEC Guidance Appendix C-D for job classes.

Does plan include Component 2?
	Yes / n/a
	HR Officer

	AG
	Correct Jobs
	If applicable. Refer to CEC Guidance Appendix C-D for job classes.

Filter Column Z = 4.50%
· Review Column C 
· Are included IT/Engineering jobs correct?  
	Yes / No / n/a
	HR Officer

	AH
	Calc Order
	Is Component 2 calculated correctly?
· Should be calculated off base pay and added to merit-based CEC:
· Column AA should be calculated from Column Q * Column K (formula) 

Clear filters
Verify no other %s included for IT/Engineering – all should be 4.5%
	Yes / No / n/a
	HR Officer

	AI
	3
	Component 3
Only agencies with appropriate job classes should have this component. Refer to CEC Guidance Appendix E for job classes.

Does plan include Component 3?
	Yes / n/a
	HR Officer

	AJ
	Correct Jobs
	If applicable. Refer to CEC Guidance Appendix E for job classes.

Filter Column Z = uncheck Blanks
· Review Column C
· Are included Nursing and Healthcare jobs correct?
	Yes / No / n/a
	HR Officer

	AK
	Calc Order
	Additional increases are applicable only to employees who receive less than a total 3% increase after Component 1

Clear filters
	Yes / No / n/a
	HR Officer

	AL
	4
	Component 4
Applies to Idaho State Police only. Any other agency should have n/a on the tracker.

Does plan include Component 4?
	Yes / n/a
	HR Officer

	AM
	Trooper Only
	Applies to Idaho State Police only. Any other agency should have n/a on the tracker.

Does ISP include Component 4 for Trooper classifications only? 
	Yes / No / n/a
	HR Officer

	DFM SPREADSHEET: Components and Calculations

	AN
	FTP
	Review the FTP column. Note any FTP that are part-time and verify that column AJ is using the correct number of hours. The original calculation was based off 2080. If a person is being duplicated and is split 50/50 it is OK to leave the calculation of 2080 as this is being adjusted in column K for the allocation amount and should still say 1.0 FTP.
	Yes / No / n/a
	DFM

	AO
	Entr Prob @ SS
	Verify any probationary employees have an SS placeholder and the corresponding $1.30 amount
	Yes / No / n/a
	DFM

	AP
	Pay Rates Column X
	Review Column X for any pay rates outside of the three approved amounts in the merit matrix.
	Yes / No / n/a
	DFM

	AQ
	Mkt Adj Column Z
	Review column Z for any market-based adjustments
	Yes / No / n/a
	DFM

	AR
	<Min Adj Column AE
	Review column AE for any below minimum adjustments
	Yes / No / n/a
	DFM

	AS
	Variable Benefits
	Verify variable benefit rates and health insurance costs
	Yes / No
	DFM

	AT
	Vacancies/
DNA
	Review for vacancies and DNA employees that should not be receiving CEC
	Yes / No / n/a
	DFM

	AU
	Nurses 
1.55 / 3%
	Ensure Nurses are receiving either the 1.55 OR the 3% (whichever is greater) not both.
	Yes / No / n/a
	DFM

	AV
	Staff Tab Totals
	Verify the totals on the staff tab feed into the summary tab correctly.
	Yes / No
	DFM

	AW
	Director $1.55
	Verify that there is $1.55 place holder for the director
	Yes / No
	DFM

	CEC Plan Tracking

	AX
	Draft > P Folder
	Was agency draft plan and attachments added to P folder?
	Yes / No
	Chris E.

	AY
	Chris FB > DHR Bur Chief
	Date Chris reviews/sends feedback to DHR Ops Bureau Chief
	Date
	Chris E.

	AZ
	DHR Approved Date
	DHR Approved Date
	Date
	Chris E.

	BA
	DFM Approved Date
	DFM Approved Date
	Date
	DFM

	BB
	Approval email to HRO and Director
	Date approval email is sent to HRO and agency director
	Date
	HR BC

	BC
	Final Memo Filed
	Date Final Memo filed to P folder
	Date
	Chris E.

	BD
	Final Spreadsheet Filed
	Date Final Spreadsheet filed to P folder
	Date
	Chris E.

	BE
	Comp Philosophy Filed
	Date Comp Philosophy filed to P folder
	Date
	Chris E.

	ISD Load

	BF
	ISD Assigned Uploader
(DHR)
	Date ISD Assigned Uploader (DHR)
	Date
	Ashley M.

	BG
	ISD Ticket Requested 
(DHR)
	Date ISD Ticket Requested (DHR)
	Date
	Ashley M.

	BH
	ISD Returned
(DHR)
	Date ISD Returned (DHR)
	Date
	Ashley M.

	BI
	ISD Uploaded to DEM
(DHR)
	Date ISD Uploaded to DEM (DHR)
	Date
	Ashley M.

	BJ
	Agency HR Approved
(DHR)
	Date Agency HR Approved (DHR)
	Date
	Ashley M.

	BK
	Agency Finance Approved (DHR)
	Date Agency Finance Approved (DHR)
	Date
	Ashley M.

	BL
	DHR Central Approved (DHR)
	Date DHR Central Approved (DHR)
	Date
	Ashley M.

	BM
	DFM Approved (DHR)
	Date DFM Approved (DHR)
	Date
	Ashley M.

	BN
	ISD Uploaded to PRD (DHR)
	Date ISD Uploaded to PRD (DHR)
	Date
	Ashley M.

	BO
	Agency Audit Completed (DHR)
	Date Agency Audit Completed (DHR)
	Date
	Ashley M.

	BP
	ISD Load Finalized Ticket Closed (DHR)
	Date ISD Load is finalized
	Date
	Ashley M.




