



From:

………………………………………………………

Reference:
………………………………………………………

Date:

………………………………………………………

Subject:  
AWARD OF INCREMENT IN RECOGNITION OF HIGHER ACADEMIC ACHIEVEMENT

1.
Name, Post & Salary point


Name:  
………………………………………..


Post:  
………………………………………..





Current Salary Level & Current Basic Salary point: ………………………………………….

2.
Is the officer currently at the maximum point? (Please circle as applicable)               Yes / No

3. 
Has availability of funding been confirmed? (Please circle as applicable)
         Yes / No


(Please attach the written confirmation of funding from Ministry of Finance.)

4. 
Identify background (what course was completed, duration and name of institution) of case 

	Name of Qualification obtained

(Diploma, Degree, Masters, PhD)
	

	Duration 


	

	Name of Institution & Country


	


5.
Date of official notification or completion of course:  ……………………………..
6.
Effective date of increment: (Please select with a tick (( ) and specify date)

· If scholar is at post, date of official notification …………………..….

· If returning scholar, date of assumption of duty ………………..…….

7.
Other comments:

Recommendation:
That Mr/Mrs/Miss/Ms ………………………………………..(post)…………..…………………………

Department/Ministry of ……………………………….. be granted ……………… salary increment in recognition of his/her obtaining a ……………………(qualification) in ………………………. (merit of course) from ……………………………………..(Name of Institution) with effect from ……………………..

Prepared by:

………………………………………………………….

Signature:

………………………………………………………….

For:


………………………………………………………….

(Designation of Head of Department/Ministry)

Please ensure that the following documents are attached:
· Official Notification of results

· Certified copies of certificate(s)

· If a returning scholar, advice from the Scholarship Unit (MEWAC)
· Written confirmation of funding from Ministry of Finance
Public Service Commission Office Use ONLY

Responsible Officer:……………………………………………….

Recommendation:  

    ⁯   All in order, submit for PSC Decision.     

    ⁯   Not in order, defer to Ministry.

PSC Comments:
� This form is only to be used for awarding of incremental credits in recognition of the completion of a qualification. 


� If salary point is at maximum point of the scale, the matter shall be noted by the PSC for the incremental credit to be awarded upon promotion of the officer.
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