


[bookmark: _Hlk191988989]Insert Agency Letterhead

TO:		Janelle White, DHR Administrator	
		Lori Wolff, DFM Administrator

FROM:		Agency Head, Title

DATE:		[insert date]

SUBJECT:	FY 2026 Change in Employee Compensation (CEC) Proposal

In accordance with the Legislature’s approval to provide a CEC, [Agency] formally requests a review and approval of our proposed plan to distribute these funds. Our plan adheres to the parameters outlined by DHR and DFM.

Compensation Policy

The [AGENCY] Compensation Policy is attached and aligns with the statewide DHR policy.

OR

The [AGENCY] adopts and adheres to the statewide Compensation Policy.

Effective Date of Implementation

The effective date of this distribution plan will be June 8, 2025, to be paid on the July 3, 2025, pay date.

Component 1: $1.05 - $1.55 Merit-Based Increase 

All permanent classified and non-classified employees will receive a merit-based increase for an amount between $1.05 and $1.55 per hour to their base salary. Non-Classified employees have been assigned a pay grade based on the equivalent classified position and its pay grade, the respective policy rate, and performance rating.

This distribution plan will be used to implement ongoing performance-based merit increases for eligible employees. 

	
	Does Not Achieve / Entrance Prob
	Achieves
	Solid Sustained
	Exemplary
	Total

	
	$0
	$1.05
	$1.30
	$1.55
	

	
	# ees
	# ees
	# ees
	# ees
	# ees / $

	Total % of EEs
	X%
	X%
	X%
	X%
	100%

	Total # of EEs
	# ees
	# ees
	# ees
	# ees
	Total [footnoteRef:1] [1:  This should equal the Agency FY26 FTP Appropriation – minus the number of vacancies.] 




Eligibility 

1. Employees who meet the following criteria are eligible for the merit-based increase of [AGENCY]’s FY2026 CEC distribution plan, up to the maximum of their pay grade:
· Hired as a permanent (classified or non-classified) employee on or before March 29, 2025.
· Have a performance appraisal rating of “Achieves Performance Standards” (APS) or higher that was completed within the past twelve (12) months and was not used for the prior CEC.
· Have successfully completed entrance probation for Classified employees.
· Have been employed at least six (6) months for Non-Classified employees.

2. Employees on promotional or voluntary probation are eligible for a CEC increase if all other eligibility criteria are met. 

3. Employees on entrance probation on or before March 29, 2025, will be eligible to receive an FY 2026 CEC merit increase upon successful completion of probation with a performance appraisal rating of Achieves Performance Standards (APS) or higher.

4. Non-Classified employees hired on or before March 29, 2025, will be eligible to receive an FY 2026 CEC merit increase after six (6) months of employment.

Component 2: 4.5% Increase for IT and Engineering Employees (if applicable)

All permanent IT/ENGINEERING employees will receive a 4.5% increase to their base salary. Performance will not be a factor in these increases, and all permanent [AGENCY] employees will be eligible regardless of their probationary status. [AGENCY] has [#] employees affected.

Component 3: Greater of $1.55 or 3% for Nursing/Healthcare Employees (if applicable)

After the implementation of Component 1, all permanent NURSING/HEALTHCARE employees will receive an additional increase (if applicable) to ensure that the total increase is the greater of $1.55 per hour or 3% of the employee’s base salary. [AGENCY] has [#] employees affected.

Component 4: 8% Increase for Idaho State Police Troopers (if applicable)

All permanent Trooper employees, in class code 08016, will receive an 8% increase to their base salary. Performance will not be a factor in these increases and all permanent Idaho State Police Trooper employees will be eligible regardless of their probationary status. Idaho State Police has [#] employees affected.
FY 2026 – Payline Shift

Employees who are below the minimum of their applicable FY 2026 pay structure, after full implementation of the merit-based increase and market-based salary structure increase, will receive an increase to the minimum of their respective pay grade. [AGENCY] has [#] employees affected.

All [AGENCY] employees have successfully completed the 2025 Cybersecurity Training and Respectful Workplace Training.
Director’s Increase

[bookmark: _Hlk194668287]Any salary increase for the [AGENCY] Director will be determined by the Governor. For budgetary purposes, we have estimated a $1.55 increase for the Director.

Attachments: Budget and Funding 

Budget

[Complete the applicable budget matrices to show how your agency will cover each proposed salary action and the budget impact by fund.]

The [Agency] plans to fund all components as exhibited in the following tables. For reference, the agency’s appropriation bill is [attached/linked.] The [Agency] plans to revert all unallocated merit-based CEC amounts in line with legislative intent language by July 31, 2025.

	CEC Plan Components[footnoteRef:2] [2:  All appropriate numbers in the matrix MUST tie to the values in the CEC workbook.] 

	FY 2026 CEC Appropriation[footnoteRef:3]  [3:  This is the amount of the CEC appropriation you are using for each component. For the merit-based CEC, this is the total amount from your LSO agency proofs DU 10.61; for market-based, it is DU 10.68; and for Payline Shifts, it is DU 10.67.] 

	Cost to Implement[footnoteRef:4] [4:  Total wage plus associated variable benefits needed to implement increases for each element of the plan and include all eligible employees – including estimates of those who will be implemented in the future. To calculate this, take the total of the appropriate column (X, Z, or AE) found in row 1 of the staff sheet in the CEC workbook and multiply it by 2,080 and the value in cell AH1 of that same sheet.] 

	Amount to Revert[footnoteRef:5] [5:  FY2026 Appropriation – Cost to Implement = Amount to Revert (CEC Template, Summary Tab, Cell G5)] 


	Merit-based CEC[footnoteRef:6] [6:  This is the amount associated with the $1.55 increase (CEC Template, Staff Tab, Column X)] 

	 $ 
	 $ 
	

	Market-based Structure Increase[footnoteRef:7] [7:  To be used for increases for IT/Engineering, Nursing/Healthcare, or Troopers. (CEC Template, Staff Tab, Column Y)] 

	$
	$
	

	Payline Shifts[footnoteRef:8] [8:  For amounts used to get staff to policy (CEC Template, Staff Tab, Column AE)] 

	 $ 
	 $ 
	

	Total Salary Increase
	
	
	




Funding[footnoteRef:9] [9:  All appropriate numbers in the matrix MUST tie to the values in the CEC workbook.] 


Estimated FY 2026 Personnel Budget after CEC by Fund 
(Insert additional rows as needed)
	Fund Number
	Fund Type[footnoteRef:10] [10:  Enter GEN, DED, FED.] 

	Total Est. PC Exp.[footnoteRef:11] [11:  This is the fully burdened (salary, health benefits, and variable benefits) annual personnel expenditure estimate, assuming all intended positions are filled for the entire year, all components of CEC are implemented, and any amounts anticipated for group positions are included. If you have included your Group positions on the staff sheet and then marked them as N/A and NO in columns V and W, this can be found by filtering down results on the Summary tab of the CEC workbook to the fund in question in column C and reporting the amount in cell I5.  Otherwise, use this value and add any anticipated Group/Temp fully burdened expenses.] 

	Total PC Approp.[footnoteRef:12] [12:  This can be found by filtering down results on the Summary tab of the CEC workbook to the fund in question in column C and reporting the amount in cell D5] 

	Est. Approp. Balance[footnoteRef:13] (Ongoing Savings) [13:  This can be found by filtering down results on the Summary tab of the CEC workbook to the fund in question in column C and reporting the amount in cell J5] 

	Est. Cash Balance (DED Funds Only)
	Reversion Amount (merit-based CEC not allocated)[footnoteRef:14] [14:  Toal fund 10.61 amount appropriated (found in LSO agency proofs) – Amount Allocated = Reversion Amount (this can be found by filtering down results on the Summary tab of the CEC workbook to the fund in question in column C and reporting the amount in cell G5).] 
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