PSMQ Submittal Checklist
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· Cover letter that includes the following information:

· PSMQ verbiage being requested

· Rationale for the request

· Position Number (PN) and the corresponding classification to be affected by the PSMQ

· Names & corresponding classifications of the Subject Matter Experts who participated in the job analysis process

· Related Knowledge, Skills or Abilities (KSAs)

· Indicate whether or not the position is vacant

· If the PN is filled, a statement expressing how the incumbent meets the proposed PSMQ is required.  The agency shall maintain this documentation on file.
· Job Analysis Reports (from Excel or Access)

· Importance of Task (ImpT)

· Importance of KSA (ImpK)

· Necessity for Performance (NP)

· Weighted Linkage (WL)
· Copy of the proposed Position Description (PD)

NOTE:  If the PSMQ is a result of a federal or state law, federal funding requirements or accreditation standard, it is not necessary to conduct a job analysis & submit the job analysis reports.  Additionally, a copy of the requirements (e.g., applicable law, regulation) is required along with the cover letter & PD.

Licensure / certification requirements must be:

· Supported by task statements listed on the PD

· Supported by a KSA statement on the PD

