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INTRODUCTION

In accordance with s. 20.916(8), Wis. Stats., the OSER Director, with the approval of the Joint
Committee on Employment Relations (JCOER), establishes the uniform travel schedule amounts
(UTSAs). These amounts include automobile, motorcycle, and personal airplane mzle&ge
teimbursement rates; porterage tips; moving expenses; temporary lodging allowances; and meal and
lodging rates. The approved travel schedule amounts are incorporated into the compensation plan
under s. 230.12(1), Wis. Stats., and apply to all employees whose compensation is established under
ss. 20,923 or 230.12, Wis. Stats (i.e., all nonrepresented classified and unelassified civil service
employees including legislators, judges and board members). The provisions of this Section
(Section F) become effective on the first day of the month following approval by the Joint Comnittee
on Bmployment Relations (JCOER), but no sooner than the effective date of this Plan; and remain in
effect until the first day of the month following modlﬁcauon by JCOER, “The Department of - 7 f
Administration (DOA) has responsibility to ensure that travel claims are audited for complidnce Wlth
the provisions of these travel schedule amounts. Under s. 16. 53(12)(0) ‘Wis. Stats., DOA may not’
approve for payment any travel vouchers which exceed the maximum travel schedule amounts
established under s. 20.916(8), Wis. Stats., except in unusual cucmnstances when accompamed by a
réceipt and full expianatlon of the 1easonableness of suich expense and app1 oved by the appomtmg

authonty or designee. -

~ Provisions in labor agreements for represented employees; that apply to travel and lodging expenses |
supersede the analogous provisions under these travel schedulé amounts.

Employees in travel status are expected to exercise good judgment when incurring travel costs. An
employee shall be reimbursed for reasonable and necessary travel expenses actually incurred in the
performance of official duties in accordance with the travel schedule amounts and provisions herein.

Employees are encouraged to plan all travel with the principles of fiscal austerity and energy
conservation in mind and to make maximum use of telephone, facsimile machines, postal service, e-
mail, teleconferencing, Web- Casts and other technical applications as a way to minimize the need to -

travel.
These uniform travel schedule amounts apply to travel within the United States. Expenses incurred
for approved travel outside this area will be subject to the schedule amounts where appropriate

(e.g., air transportation to be the lowest appropriate airfare), but handled onra case-by-case basis when
travel-related costs vary from country to country. For such out-of-country travel, the federal Outside
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Section F — Introduction

the Continental United States (OCONUS) Per Diem rates shall be used. Reimbursement for out-of-
country travel shall be based on actual, reasonable and necessary expenses incurred with the per diem
rates used to determine the maximum allowable reimbursement for both meals and lodging. These

rates do not include incidental expenses such as laundry and taxis.

1.00 Definitions

1.01 Airline Receipt: An airline receipt is the original “Passenger Receipt” plus any
applicable original travel agency invoice/itinerary evidencing service fee amounts. If
these are not available, a reasonable copy or computer print-out (such as an
Internét/e-mail confirmation) along with proof of payment, such as a credit card
statement or cancelled check, will be acceptable. Credit card charge statements
and/or slips alone are not accepiabie as documentatlon because these lack sufficient

detail,

1.02 Employee: Any classified or unclassified officer, or employee of the stite,
including any legislator, judge, board member, permanent, project, or limited term
employee, etc., who is entitled to actual, reasonable and necessary expenses. See
ss. 16.53(12)(a)2. and 20.916(9)(a)1., Wis. Stats.

1.03 Headquarters: The physwal location of the employee’s permanent W01k site.

1. (}4 Headquarters Clty The area within the cxty, town or Vlllage limits where an
employee's permanent work site is located and the area within a radius of 15 miles
(based on odometer mileage) from the employee's permanent work site. The
appointing authority or designee shall deterniine the employee's permanent work 51te
in the best interest of the state. See s. 20.916(9)(a)2., Wis. Stats. :

1.05 Lowest Appropriate Airfare: Coach fare which provides for not more than a two
‘hour window from the traveler's preferred departure or arrival time, may require one’
plane transfer without regard to carrier, aircraft, and connecting airport and departs
from the airport nearest to the employee’s headquarters location or, at the dlscretmn
of the employee, from an airport offering a fare which is more cost effective, '
including parking, mileage, and/or additional overmght stays.

1.06 Non-Airline Receipt: A non-airline receipt is the original statement document from
the supplier, preferably one that clearly evidences the form of payment, date of
purchase, name of supplier, and type of purchase. In the case of lodging, detailed
jtemization of the expenses is required. If the original receipt is not available, a
reasonable copy of the receipt or a computer print-out (such as an Internet/e-mail
confirmation) along with proof of payment, such as credit card statement or
cancelled check, will be accepted. In the case of lodging, the copy must provide a
detailed itemization of expenses. Credit card charge statements and/or slips alone
are not acceptable as documentation because these lack sufficient detail.

1.07 Traveler: Any person who incurs travel expenses on otficial state business
and is entitled to authorized reimbursement for those expenses.
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2.00

3.00

1.08 Travel Status: When an employee is required by his/her supervisor fo leave the
headquarters station to accomplish official state business and is eligible for
reimbursement of actual, reasonable and necessary travel expenses in accordance
with the provisions of the OSER uniform travel schedule amounts, other apphcable

stafutes, or pursuant to collective bargaining agreements.

1.09 Volunteer: Any officially authorized person not in emplo‘yée status, who provides
service to the state. '

Authority for Travel

2.01 Authorization

Any official business travel by state employees must be approved in accc'»rdancé with
individual agency procedures as established by the appointing authority or designee.

2.02 Appropriateness

Pursuant to s. 16.53(12)(b), Wis. Stats., the appointing authority or designee shall
determine that the proposed travel is appropriate and necessary o the mission,
responsibilities or duties of the employee's unit.

Pursuant to s. 16.53(1)(c)7., Wis. Stats., before employees are permitted to attend
out-of-state conferences, conventions, seminars, méetings or training courses, the
appointing authority or des1gnee should ensure that a clear state interest'is being

served.

Mode of Transportaﬁon

Pursuant to . 20.916(4)(c), Wis. Stats., ihe allowance for the use of a persohal automobile
or motorcycle shall not exceed the lowest cost of the most practical means of public
transportation between points convenient to be reached by railroad, bus or commercial
airplane without unreasonable loss of time. The appointing authority or designee shall
give due consideration to the circumstances in each case when-determining the most
practical means of public transpottation. The cost of meals and lodging paid by the state
and the cost of the use of a state-owned automobile not chargeable to an employee may
not exceed the cost which would have been incurred had the most practical form of public
transportation been used, at the most appropriate time, if a practical form of public

transportation is available.

When a number of state employees are knowingly traveling to the same destination at the
same tirne, it is their resporisibility to arrange for pooled transportation where practicable.
Individuals, who for personal reasoris choose not to participate in pooled fransportation,
may be reimbursed for mileage expense when the appointing authority or designee

~ determines that such reimbursement is appropriate.

Expenses for transportation will be reimbursed as follows:
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3.01 Air Travel

(1) Reimbursement for commercial air travel shall be limited to the lowest

* (Reference the definition in 1.01 in this Section).

appropriate airfare (Reference the definition in 1.05 of this Section). The
appointing authority or designee may determine a reimbursement amount other
than the lowest appropriate airfare only when the traveler provides written
explanation of the reasonableness of the expense.

Where a fraveler is seeking reimbursement for airfare through a travel voucher,

there should be sufficient documentation of the departure and return dates,
itinerary, nature of official business and a receipt attached to the travel voucher

N

Where airfare is being paid directly by a state agency, the invoice and other
attachments to the payment voucher should reflect the following information:

(a) Name(s) of the traveler(s) and destinations;
(b) Departure and return dates;

(¢) Nature of official business;

(d) If possible, tross-reference to the number of the fravel voucher containing
the-other trip-related expenses.

(2) Flight insurance coverage for employees is not a reimbursable expense.

(3) Reimbursement for use of private aircraft will be made at the rate of-

(4)

425 46.5

cents per mile if under s. 20.916(5)(d), Wis. Stats., use of a private aircraft is
authorized prior to travel by an appointing authority or designee who has
confirmed that the individual has the required insurance coverage.

Miscellaneous Travel Supplier Fees: Fees incurred because travel
arrangements were changed (such as, but not limited to, those changed by
aitlines) are reimbursable only when accompanied by a valid, writteh business
reason for the change and approved by the appointing authority or designee.
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3.02 Travel by Train

Pursuant to s. 20.916(9)(f)2., Wis. Stats., travel by train shall be limited to coach, if
available, unless overnight where accommodations should be limited to roomette.

Receipts are required for reimbursement.

3.03 Travel by Bus

Employees traveling within the headquarters city and between cities should travel by
" bus whenever feasible, as determined by the appointing authority or designee.
Receipts are required for reimbursement of travel between cities.

3.04 Taxis and Airline Shuttles .

Reasonable charges for taxis and airline shuitles, including taxi tips at a maximum
rate of 15% of the charge as provided in s. 20.916(9)(d)2., Wis. Stats., are
reimbursable when other modes of travel are not available or practical. However,

- shuttle service (usually less expensive or free) should be utilized in place of a taxi
whenever possible and the employee shall be reimbursed at a rate of no more than

. that of the shuttle service cost if such shuttle service was available. Employees shall
obtain and provide receipts whenever the cost of a one-way fare exceeds $25.

3.05 Vehicle Transportation
‘(1) Use.of State Pool Vehicles

(a) Management shall encourage employees to use state pool vehicles
whenever feasible and wheneveran a vehicle is required for conducting |
official state business unless a state- owned vehicle is already personally

assigned.

(b) When using state pool vehicles, passéngers shall be limited to state
employees or trayelers engaged in official state business.

(c) Credit cards are provided with each vehicle and must be used it possxble
when any expenses are incuired. The only expenses in connection with
state-owned vehicles which can be claimed on a travel voucher as

reimbursable are:
1. - Storage, parking and toll charges.

2. Expenses incurred where the credit cards are not accepted. Receipts
showing the fleet number of the vehicle are required.

3. Emérgency expenditures related to operation of the vehicle.
" Receipts showing the fleet number of the vehicle are required.

(d) Personal use of a pool vehicle is not peﬁnitted.
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o))

3)

(e) Traffic citations, parking tickets, locksmith calls for retrieving keys, efc.,
are not reimbursable. .

Use Of Personally-Assigned State-Owned Vehicles

(2) Based upon an employee's job responsibilities, an employee may be
assigned a state-owned vehicle.

(b) Pursuant to 5. 20.916(7), Wis. Stats., an employee who has a personally—
assigned state-owned vehicle may use the vehicle for personal use in
accordance with fleet guidelines, and must reimburse the state for such

use at a rate 0f42.5 46,5 cents per mile, plus sales tax.

(c) Traffic citations, parking tickets, 1ocksm1th calls for retrieving keys, etc.,
are not reimbursable. .

Use Of Privately—Ow‘ned Vehicles

(a) Reimbursable business miles are determined as follows:

1.

Actual miles driven by the most direct route between an employee's
headquarters and a work site removed from the assigned

headquarters ‘
Actual miles driven by the most direct route between work sites that

are removed from the assigned headquarters

For trips that start or end at an employee's home, the lesser of actual
miles driven between an employee's home and the work site _
removed from the assigned headquarters or the mileage between an
employee's assigned headquarters and the work site.

When management determines that an employee's vehicle is not
required for travel to a work site removed from the assigned

- headquarters, the employee will be reimbursed mileage from the
employee's home to an approved pickup point which is in excess of

the mileage from: the employee's home to the assigned headquarters.
Items 3.05(3)(a)1. through 3. should be used to determine
reimbursable business mileage for each component of a trlp when
multiple stops are made during the day.

Mileage from the employee's home to the assigned headquarters is

not reimbursable.

- (b) . Anemployee shall be reimbursed at the rate 0f42:5 46.5 cents per mlla if

 theemployec meets DOA-established Minimum Driving-Standerds-and

the accumulated pérsonal car business mileage per round trip is:
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©

(d)

(e

®

1. Less than 100 miles. Eniployees may be required to secure a non-
availability slip, at the discretion of the appointing authority or ‘

designee.

2. 100 miles or more andthe employee’s agency issues them 2 non-
availability slip because the agency maintains a central pool in the

headquarters city.

3, 100 miles or more and if both the employee's agency and the DOA

- ceritral fleet issue a non-availability slip becauase the agency’s
_ central pool and central fleet are located in the headquarters city.

4. Any mileage if there is no access to a fleet vehicle in the
' headquarters cify.

5. Any mileage if these requirements are waived on an individual
basis. The agency must demoiistraté to DOA that a different set of
mﬂeage standards for i issuing non-avaifability slips would result in a

~ more cost effective use of state vehicles.

The non-availability slip should include the date of the request as well as
the dates for which a pool vehicle is requested and must be signed by the
agency dispatcher or DOA Central Fleet representauve

Except as provided in (b) a.bove if an employee uses his or her own
automobile, the business mzleage allowance shall be at a rate pursuant to
s. 20.916(4)(e), Wis. Stats., except as otherwise stated in this Section

(Section F).

Charges for repairs, tow services, lubrication, etc., are not reimbursable
items. Traffic citations, parking tickets and other trafﬁo violation
expenses are the employee's responsibility.

Upon approval of the appointing authority or designee:

1. Pursuant to s, 20.916(4)b), Wis. Stats., an additional 1 cent per
mile may be paid to an employee for the use of a personal
automobile on official state business when used as an emergency
vehicle, or under conditions which may catse excessive wear or
depreciation, such as the pulling of trailers, or which require the

installation of special equipment.
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2. Anadditional 1 cent per mile may be paid to an employee whose
automobile is used for transporting 2 or more passengers (not

including the driver).

3. Anadditional 4 cents per rile may be paid to an employee when an
automobile is operated off the roadway (construction areas, efc.).

4. Persons with disabilities who meet DOA-established Minimum
Driving-standards-and-use a privately-owned, specially equipped

van on state business shall be reimbursed at & rate 0f-68 64 cents per
mile. When a state-owned van which is specially equipped for
persons with disabilities is available, the reimbursement rate shall
be-55 59 cents per mile unless a non-availability slip has been

obtained.-Persens-not-meeting the-above mentioned-standards-will

(g) Employees shall be reimbursed for the use of privately-owned
motorcycles on state business, in accordance with s. 20.916(4m), Wis.
Stats. The rates for reimbursement shall be-23-2 28.5 cents per mile,
whether a flect vehicle is available or not, subject to the following
conditions: :

1. Only one individual may be transported on a single motorcycle.

2. The appointing authority or designee may require travel by
automobile if the travel costs are anticipated to be less than the cost
of travel by motorcycle, such as when two or more state employees

are traveling to the same destination.

3. Reimbursement for use of pnvately owned mopeds or bu:ycles on
state business is not authorized by statute. :

(b)) Pursuant to s. 20.916(4)(0), Wis. Stats., for travel between points
© convenient to be reached by railroad, bus or commercial afrplane without
reasonable loss of time, the allowance for the use of a personal.
-automobile or motorcycle shall not exceed the lowest cost of the most
practical means of public transportation between such points.
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(4)

(M)

@

k)

The employee's appointing authomty or designes shall give due
consideration to the circumstances in each case when determining the
amount of reimbursement for the most practical means of public
transportation where a personal auto or motorcycle is utilized.
Reimbursement for meals and lodging, as.well as transportation, shall not
exceed what would ordinarily have been incurred had the most practical
means of public transportation been used.

Parking charges and tolls incurred while on official business, as
authorized, are reimbursable if incurred as a result of the job. Parking
charges incurred in the headquarters city are reimbursable if incurred as a
result of the job and on approval of the appointing authority or designee,
pursuant to 5. 20.916(9)(e), Wis. Stats. Receipts are required for claims

* in excess of $25. Parking charges ircurred at the employee’s

headquarters are not reimbursable, except as noted in 8.00 of this Section
(Section F):

If cost effective, agencies may réimburse actual round trip mileage for
travel to and from the airport on the departure and return dates.
Reimbursement is limited to round trip mileage between the employee’s
home or headquarters, whichever is shorter, and the airport. The total
reimbursement must not exceed the cost of any other reasonable means of
getting to the airport, including parking fees if it would have been
required. '

"Vicinity" mileage on official business trips should be stated in the
itinerary column on the travel voucher but does not have to be separated

from the total miles claimed for the-trip.

Vehicle Rentals/Insurance.

Rental vehicles should be used in situations where it is the most cost efficient
means of transportation or the efficient oonduct of state busmess precludes-the

use of other means of transportation.
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When renting a vehicle:

(a) State contract vendors shall be used unless the vendor is unable to
provide a vehicle as needed. All contract vendors include Collision
Damage Waiver (CD'W) and liability insurance in their rates. Vehicles
may be rented from non-contract vendors if a contract vendor is not
available or the rental cost, including CDW and liability insurance is less
expensive and services are equal to the contract vendors.

(b) The CDW and liability insurance for domestic rentals shall be purchased
when renting from non-contract vendors and when renting from a
contract vendor for rentals where such coverage is not included in the
contract. For international restals, travelers must purchase CDW and
liability insurance unless provided under the vendor contract for the

country in which the travel occurs.
(c) Be prepared to provide identification of state employment.

(d) If one or two travelers are using the vehicle, an economy-sized vehicle
shall be rented. A larger size vehicle may be rented and fully reimbursed
if theré are three or more travelers involved in state business or extra
space is needed for equipment. Claims for larger vehwles must be

justified in writing.

(&) CIIajms for reimbursement must be supported by the original receipt.

() Personal effects insurance (PEC) or any additional charges for personal
use are not reimbursable.

3.06 'Special Mode Transportation

In conjunction with specialized field trips, geological surveys, and special
instructional/tesearch expeditions, where a combination of traditional and
nontraditional modes of transportation may be necessary, an explanation of the
circumstance and a listing of actual out~0f pocket expenses should accompany the

request for 1elmbursement
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4.00 Meal Expenses
4.01 Meal Claims

. The claim for meals must represent actual, reasonable and necessary expenses. for
meals, subject to the maximums provided in 4.02, below. Meals included in the cost
of lodging or registration fees are not reimbursable. The appointing authority or
designee may grant individual exceptions if the employee provides written
justification.

4.02 Maximum Meal Amounts

(1) Maximum permitted amounts for individual meals in state, including tax and
tip, are listed and shall be:

 AsofJuly1,2001 - .-
Breakfast - $8.00
Lunch $9.00
Dinner $17.00

(2) Maximum permitted amounts for individual meals due to out-of-state travel,
mncluding tax and tip, are listed and shall be:

 Aetmyiaer
Breakfast $10.00
Lunch $10.00
Dinner $20.00

(3) The maximum allowable tip is 15% of the meal claim.

{4) On any particular day that an employee is entitled to reimbursement for two or
more consecutive meals, the employee may exceed the maximum amount for
one or more meals. The employee may claim the actual amount spent for each
meal as long as the total amount claimed for the eligible meals is not greater
than the combined maximum reimbursement rate for those meals. Each day is
considered separately for application of this policy.

(5) Employees shall be reimbursed a flat rate of $4.00 for each bag meal.
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4.03

4.04

4.05

4.06

Meal Receipts
Receipfs for meals are not required except for the following:

(1) Any claim in excess of the schedule in 4.02 of this Section (Section I), must be
accompanied by a receipt and full explanation of the reasonableness of such
expense. To be considered reasonable, a cost must generally be incurred
outside the control of the individual. If the employee has a choice in the
selection of the restaurant or the menu item, the employee is expected to stay
within the maximums. When claiming reimbursement for meal expenses while
attending a conference, employees shall be required to attach a copy of the
conference brochure to the travel voucher. :

(2) If there is a suspected abuse or a consistent patterﬁ of maximum meal
reimbursement claims is noted on an employee's travel vouchers, the
appointing authority or designee may require an employee to submit receipts to
document the amounts claimed on future travel vouchers.

Timeframes for Meal Reimbursement

Except as provided in 4.05 of this Section (Section F), reimbursement for meals for

employees who are on a day-shift basis (7:45 a.m. - 4:30 p.m.) will be allowed on

trips only on the following conditions:

(1) Breakfast, provided the employee leaves home before 6:00 a.m.

(2) Lunch, provided the employee leaves his or her headquarters city before 10:30
a.m. and returns after 2:30 p.m.

(3) Dinner, provided the employee leaves directly from work and returns home
after 7:00 p.m. '

The time or time periods specified above, shall be modified to the extent necessary
to provide equitable treatment to employees whose work schedule requires shift
work on other than a day shift basis (7:45 a.m. - 4:30 p.m.). Meal reimbursement
maximum limits shall be based on the type of meal appropriate to the time of day.
Alcoholic Beverages

The cost of alcoholic beverages is not reimbursable.

Bottled Water Reimbursement for International Travel

Reimbursement will be made for purchased bottled water. Employees are limited to

maximum reimbursement of $7.50 per day when in international travel status
(outside the contiguous U.S.).
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5.00 Hotel and Motel Expenses

5.01 Lodging Claims

The choice of Iodgmg shali be based on cost with consideration given to access1b1hty
m conducting business: :

)

@

3)

4

Employees of the same sex traveling together are encowraged, whenever
feasible, to share lodging accommodations. Employees should be held -
personally responsible for unnecessary room costs that result from his/her
failure to notify the hotel/motel of a cancellation, unless reasonable
justification is provided for failing to notify the hotel/motel.

When an appointing authority or designee determines that it is in the best
interest of the state to order the employee to stay at a specified lodging
accommodation, the employee shall be entitled to the full lodging
reimbursement required for such a stay. ' If this lodging rate exceeds the
maximum permitted amount specified in 5.02 of this Section (Section F), the
employee must attach documeéntation to the voucher which clearly indicates the
employer's requirement that the individual stay at the specified lodging

- accommodation. This documentation shall include the employer's written

authorization and justification for requiring the employee to stay at the

- gpecified lodgmg accommodation.

When an appointing authority or designee orders an employee to attend a

business function and does not specify the lodging accommodation, the
employee's lodging reimbursement shall be limited to the amount specified in
5.02 of this Section (Section F), except as provided in 5.03 of this Section.

An appointing authority or designee may permit the employee(s) to stay at a
documented conference site where lodging costs exceed the maximum
permitted amount specified in 5.02 of this Section (Section F) on the basis that
it enables the employee(s) to gain professional benefits due to interaction with
other attendees. No additional statement of justification is required.

5.02 Maximum Lodging Rates

(1)

@

3)

The maximum permitted amount per day, excluding tax, for lodging for all in-
state travel in counties other than Milwaukee, Racine, and Waukesha shall be -

$62.

The maximum permitted amount for Milwaukes, Racine, and Waukesha

counties shall be $72.
The ih-state maximum reimbursement rate per night shall also apply to-out-of-

state fravel, except for lodging in higher cost cities as determined by OSER.
For lodging maximums in higher cost cities, refer to the most recent issue of
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the OSER Bulletin entitled “Maximum Reimbursement for Lodging in High-Cost
Out-of-State Cities.”

(4) If an employee is tequired to stay in a city not listed in the “Maximum
Reimbursement for Lodging in High ‘Cost Out-of-State Cities” bulletin, the
greater of the rate for the nearest comparable city, or the maximum in-state
lodging rate under (1) shall apply. DOA shall determine the nearest

comparable city.

(5) The reimbursement to the employee (or the amount pald directly by the agency
to the hotel for the lodgihg) is limited to the single room rate. If employees
share a robm, the reimbursement may be divided equally but not in excess of
the maximum amount permitted for each employee had each stayed in a single

-room. (The cost of a room shared by two or more employees may not exceed
the combined maximum rate for an equal number of single rooms.)

5.03 Dxceedmg the Maximum Ladgmg Rate

Any amomt in excess of the schedule in 5.02 of this Section (Section F) must be
accompanied by a receipt and explanation of the reasonableness of such expense.
Except as provided in 5.01(2) of this Section (Section F), maximums may be
exceeded only when it is determined that unavoidable additional expenses would be
incurred by trying to adhere to the specified maximums (e.g., high transportation
costs incurred when staying at an ecoriomical hotel/motel at the edge of the city

instead of staying downtown).

5.04 Checkout Times and Extended Stays

Em’pléyees shall observe iaosted hotel checkout hours in order to avoid a charge for -
the day of departure. An employee who is required to remain in one location for an .
extended period of time is expected to find lodging at reasonable weekly and/or

monthly rates.

5.05 Lodging Receipt Requirement

All lodging expenses must be supported by an original itemized receipt. A
photocopy of the receipt, the hotel or motel statement or credit card receipt is not
considered an acceptable substitute unless exceptional circumstances can. be
documented and a Wntten explanation is attached to the voucher.

5.06 Non—licensed Facilities

Expenses for lodging at facilities which are not licensed as a hotel, motel,
campground, or tourist rooming house (e.g., private residences) are not reimbursable.
Exceptions may be granted by the appointing authority or designee 1f there is a clear

cost benefit to the state
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5.07

- 5.08

Government Discounts

When registering in a lodging establishment or signing for any official purpose, state
employees shall use their business address, identification and provide tax exemption
documentation to the hotel to avoid payment of state, county and local taxes.

" Employees shall ask for govemment or negotiated rateés.

'Negotiated Rates

If there are negotiated contracts available with hotels within the state, employees
shall use these properties whenever possible.

6.00 = Meeting Facilities

6.01

Sta%e«Sponsored Meetings, Training and Conferences

Whenever possible and cost effective, meetings, conferences and training sessions

_sponsored by state agencies primarily for the participation of government employees

6.02-

should be conducted in public facilities (defined as facilities owned, leased or
operated by the State) and at locations which will:

(D Min.imize fuel consumption for transportation;

(2) Provide the necessaxy servmes for the session at the most economlcal cost to
the state; . -

(3) Facilitate public attendance and/or press coverage as necessary, and
(4)  Accommodate persons with disabilitiés to the fullest extent p0331ble

Exceptions

Exceptions to the rule of using public facilities for these types of events must be
authorized by the appointing authority or designee. -

7.00  Other Allowable Travel Expenses

701

Laundry, Cleaning and Pressing Charges’

Under s. 20.916(9)(d)!1., Wls Stats., if the employee is away for more than three
days, reasonable amounts will be allowed for laundzy, cleaning and pressing service.
Only one charge per calendar week is reimbursable for each type of actual and

necessary service.

Reimbursement claims for laundry, cleaning and/or pressing must be supported by
original paid receipts, Charges for laundry, etc., can be reimbursed only when the’
employee-incurs the expenses while in travel status, Employees should normally be
expected to pack sufficient clothing for a week without having to incur such charges.
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Routine cleaning of clothes is not considered a travel-related expense and therefore
not reimbursable.

7.02 TeIephone/Fax/Internet Connectmty

M

@

Employees are encouraged to place telephone calls in advance from the
headquarters location. If telephoning from the field is necessary for business
purposes, an employee must attempt to use the State Telephone System (STS),
which is now available at most agency and university locations around the

- state. One personal call is reimbursable up to $5.00 each for the following
- conditions: :

(a) Each night an employee must spend overnight away from home in travel
. gstatus; or ' '

(b) As aresult of each unscheduled geographical location changé; or

(©) As a result of an unscheduled change in travel status which results in
more than a one (1) hour extension to the employee's ongmally scheduled

retun time.

Where STS is not available, business telephone charges (both local and long
distance) may be reimbursed, Business related facsimile charges are
reimbursable. Reimbursement claims for business telephone calls, business

 facsimile charges and/or Internet connectmty in excess of $5.00 per call shall

be supported by receipt.

7.03 Hotel .Gramities and Porterage

N

2)

Necessary gratuities to hotel employees are reimbursable, up to $2.00 on the

- day of arrival, $2.00 on the day of departure and $2.00 per each night of stay.

Porterage costs at airports or bus terminals shall be reimbursed. The claim
should not exceed $1.00 per piece of luggage. : '

7.04 Registration Fees

(1) An original paid receipt, a copy of the check, a copy of the credit card

@)

statement, or the travelet’s customer copy of the credit card receipt must
support claims for reimbursement of registration fees over $25.

Expenses of individuals not on official state business (spouse, family members,
friend, etc.) that are included in the registration fees are not reimbursable.

7.05 ATM Service Fees

The service or transaction fee for the cost of ATM withdrawals obtained for business
expenses may be reimbursed upon approval of the appointing authority or designee.
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8.00".

9.00

10.00

7.06 Passports and Visas

Charges for passports, visas and associated required photographs are reimbursablé if
incurred in connection with official state business. No expedited charges will be
reimbursed unless written justification is provided. The cost of inoculations and
other routine medical procedures required for entry into certain foreign countries that
is not covered by insurance is also reimbursable. Receipts are required if the ciazm

exceeds $25.00.
Expenses in an Employee's Headquarters City -

Under s. 20.916(9)(e), Wis. Stats., employees who are headquartered in a city in which'the
expense occurs shall be relmbursed for their actual; reasonable and necessary expenses
incurred in the discharge of official duties only on the approval of the appointing authority’
or designee. This does not apply to travel between an employee's residence and the city in
which the employee is headquartered, which shall not be reimbursable. Parking charges
incurred-in the headquarters city resulting from daily trips from an individual's residence

to'the headquarters are not reimbursable unless the conditions enumerated in AG Opinion
61 OAG 210 (one of which is that the employee's use of a personal vehicle is a condition

of employment)-are met.
Traveling With Spouse or Other “Non-Employee” Individuals.

Travel expenses for individuals not on official state business (spouse, family member,
friend, efc.) are not reimbursable. With respect to the cost of lodging, the amount
reimbuisable to the employee will be equal to the rate for a single room, which shall be
entered on the receipt by the hotel clerk. The only authotized exception to-this prohibition
applies to the Governor's spouse, and such situations are specifically outlined in the
separate procedures governing the use of the Governor's contmgency fund (established

_ pursuant to s. 20.525(1)(b), Wis. Stats.).

Reimbursement for Mgving Expenses

10701 Authority.

Section 20.917, Wis. Stats,, prowdes for relmbursement of expenses for preparation
and transportation of household effects and for the transportation of the employee
and the employee's immediate family to the new place of residence. Household
effects include, but are not limited to: furniture, clothing, household appliances,
and other items necessary for the maintenance of a household. Items not included
as necessary household effects include, but are not limited to: boats, pets, farm

tractors and equipment, etc.




Section ¥~ 10.02

10.02 Minimum Distanee

10.03 -

10.04

Reimbursement for an employee's moving expenses can be allowed if:

(1) The distance between the new place of employment and the old residence is at
least 35 miles farther than the distance between the old place of employment

and the old residence; and

(2) The distance between the new and old residence is at least 35 miles.

If the abpointing authority detennineé that a move is a mandatory condition of
employment under s. 20.91 7(1)(&) Wis. Stats., the minimum distance requirements

are not apphcable

Maximum Amount

The maximum dollar amount which may be permitted for reimbursement of any
employee's moving costs is subject to the limitations set forth in 5. 20.917(2)(b),
Wis. Stats.- DOA shall determine the maximum reimbursement which is the
maximum amount as set forth in the rate tables of the major household goods tariff
publishing bureaus to move household effects. In addition, a $1,000 stipend may be
paid for costs incidental to moving (subject to the limitations set forth in

s. 20.917(1)(e), Wis, Stats.), as well as the cost of automobile travel for one vehicle
at 42-5- 46.5 cents per mile. Incidental costs include, but are not limited to:
disconnection and/or hook up of appliances, extra insurance coverage, etc.

International Moves

Employees making international moves to thé contiguous 48 states may be
réimbursed for all actual, necessary and reasonable expenses subject to the prior
approval of the appointing authority or designee. Actual, reasonable and necessary
expenses will be subject to the limitations contained in the Federal GSA Bulletin,
which governs moving reimbursement for federal employees.
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11.00 Applicant Interview Expenses

Section 20.916(2), Wis. Stats., provides that reimbursement may be made to applicanis for

all or part of reasonable and necessary travel expenses actually incurred in connection with
- oral examination and employment interviews. All reimbursement actions under this.

provision shall be documented in writing and subject to review by the appointing authority

or designee. Reimbursement for travel, meals and lodgihg shall conform to the provisions
~ 0f 3.00, 4.00 and 5.00 of this Section (Section F). |

1200 Te_niporary Lodging‘A‘Il‘owance

As provided under s. 20.917(3)(a)1, Wis. Stats., the Temporary Lodging Allowance shall
be consistent with the lodging allowance for hotels and motels established under 5.02 of
this Section (Section F). The allowance is applicable only to persons who are eligible for
moving expense reimbursement whether or not such reimbursement is granted. Such
allowance payment is limited to 45 days. o

13.00 Food and Lodging Allowances for Legislators

VF 06(_1 and Lodging allowances for legislators will be determined in accordance with s.
13.123(1), Wis. Stats.

14.00 Miscellaneous
14.01 Weekend Expenses

Weekend expenses are not reimbursable Without:

( 1) Appointing authority or designee api:)roval; énd/or
(2) . Conference agenda or brochure.
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14.02 Expenses for Volunteers

Persons who volunteer their services to state agencies may be reimbursed for some
or all of the actual and necessary travel expenses in accordance with s. 20.916(1m),
Wis. Stats., and the maximums established under this Section (Section F).
Voluntéers must contact the risk management office of the agency they are serving
prior to traveling on state business and seeking reimbursement for the state.

14.03 Expenses for Reasonable Accommodations

It is recognized that 1nd1v1duals uavelmg on official state busmess may require a
reasonable accommodation, as required by. the Federal Americans with Disabilities
Act of 1990 and/or Section 504 of the Rehabilitation Act of 1973, as amended.
Depending upon individual circumstances, the reasonable accommodation could
take various forms such as payment of porterage costs under 7.03 of this Section
(Section F) or allowing a personal attendant to accompany the 1nd1v1dual while in

travel status:

14.04 Payment for Unautherized Travel Prohibited

Pursuant to s. 20.916(6), Wis. Stats., payment of travel expenses not authorized by
statute is prohibited. Any unauthorized payment made shall be recoverable as debt
 from the person. to whom the payment was made. _

14.05 Primary References to DOA's Statutory Responsxbzhty Relative to Audit of
Travel Claims

See ss. 16.53, 20.916 and 20.917, Wis. Stats. Note thats. 16.53 (12), Wis. Stats.,
specifically states that DOA may not-approve payment for any travel vouchers that
exceed the maximum travel schedule amounts recommended by OSER and
approved by JCOER, except in unusual circumstances when accompanied by a
receipt and full explanation of the reasonableness of such expense. This same
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reference also prohibits payment approval of any travel claim for mileage in excess
of the auto rates established by OSER (with approval of JCOER).

14.06 Penalty for -Filii‘ng Fraudulent Tfavel Claim
See ss. 16.53(1)(c), 939.50(3) and 946.12(4), Wis. Stats.
14.07 Advancement éf Travel Expenses
The appointing authority or designee may advance monef for travel expenses to

employees. The travel advance shall not exceed 80% of the estimated expense (see
8. 16.53(1)(cm), Wis. Stats.).
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SECTION G - MISCELLANEOUS PROVISIONS

100 Charges for Maintenance

1.01 Charges for Meals and Other Provisions -
1.02 Meals Furnished Employees without Charge

2.00 Reimbursement for Damaged Person;al Articles

2.01 Determination of Value
- 2.02 Reimbursement Limitations

- 3,00 Master Plumbers License

4.60 Safety Equipment

4.01
4.02
4.03

Protective Clothing
Protective Shoes
Safety Glasses

- 5.00 Special Clothing Requirements

INTRODUCTION

This Section (Séction G) contains provisions for allowable charges for laundry, meals; wholesale
provisions and other maintenance provisions furnished to employees and/or hiis or her family. Tt also
contains provisions that allow employees to file claims with their-agency for reimbursement for
damaged personal articles and reimbursement for certain required safety equipment and Master

Plumbers License.

1.06  Charges for Maintenance

1.01

1.02

Charges for Meals and Other Provisions

As provided under s. 230.12(1)(e), Wis, Stats., where meals, wholesalé provisions
and other maintenance provisions are furnished by the employing department to the
employee and/or the employee's family in view of the nature and location of the job,
charges for the value of such meals or provisions shall be made, and therefore,
deducted from the employee's pay as may be approved by the OSER Director, based
upon recommendations made by the agency firnishing meals or provisions.

Meals Furnished Employees without Charge

As prov1ded under s. 230. 12(1)((:)3 Wis. Stats., when a state agency provides meals

 to employees who are required as a condition of employment to take such meals in

the performance of employer-assigned duties or responsibilities, these meals shall be
provided without charge to the employee or deduction from the employee's salary..
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2.00

- 3.00

- 4.00

Reimbursement for Damaged Personal Articles

As provided by ss. 20.918 and 230.12(1)(dm), Wis. Stats., a state agency may reimburse
its employees for the cost of repairing or replacing articles of clothing, watches, or eye
glasses damaged in the line of duty if such damage is not caused by employee carelessness
or normal wear and tear resulting from the type of work performed by the employee.
Payments under this section are subject to the approval of the appointing authority.

2.01 Determination of Value

The appointing authority shall determine the value of damaged personal articles at
the time damage occurs. If the appointing authority determines that the personal
articles are damaged beyond repair, the reimbursement amount shall not exceed the
actual replacement value, less depreciation, of the damaged articles.

2.02 Reimbursement Limitations

The reimbursement amount shall not exceed $100. OO for any one incident except
that reimbursement for watches shall not exceed $75.00.

These provisions shall not apply to ‘artic_les where the actual replacement value, less
depreciation, or repair cost is less than $10.00.

‘ Masfér Plumbers License -

If the employer requires a Crafts Worker Supervisor, Shop Supervisor, or Crafts

Operations Manager-UW-Milwaukee to obtain or retain a Master Plumbers License, the
employer shall annually reimburse the employee, upon evidence of acquisition and
retention, the difference between the cost of a Master Plumbers License and the cost of a

Journeyman Plumbers License:

Safety Equipment
As prévidéd under s. 230.12(1)(d), Wis. Stats., employees shall be reimbursed for safety

. and protective equipment if, in the performance of their assigned duties, the equipment is

required by the employer.
4.01 Protective Clothing

The employer shall furnish, at no cost to the employee, required protective clothing
and equipment necessary for the performance of assigned duties. Such equipment
shall be in accordance with the standards established by the Department of

Workforce Development.



Section G -~ 4.02
4.02 Protective Shoes

If the employer requires the purchase of safety shoeé necessary in the performance of
assigned duties, the employer shall pay an allowance of $15.00 per year as an
expense check payable the first pay period of the calendar year.

4.03 Safety Glasses

If the employer requires the purchase of safety glasses and/or safety sunglasses for
the performance of assigned duties, the employer shall reimburse the employee for
sach expense including the cost of any eye examination required for such purposes
and not covered by any héalth insurance program. Reimbursement for eye
examinations under this provision shall not exceed one per fiscal year.

500 Special Clothing Requirements

Department of Corrections and Department of Health and Family Services employees who
are required to wear black belts and black shoes in the performance of assigned duties
consistent with the agency's uniform policy shall be paid an allowance of $65.00 per
calendar year. Any such payment will not be made more than once in a calendar year.



SECTION H - SUPPLEMENTAL HEALTH INSURANCE CONVERSION CREDITS FOR
CERTAIN NONREPRESENTED CLASSIFIED AND UNCLASSIFIED

EMPLOYEES

1.00 Coverage

1.01 Classified Employees
1.02 Unclassified Employees

2.00 Effective Dates

2.01 Classified Employees
2.02 Unclassified Employees

3.00 Eligibility
4.06 Amount

4.01 General and E'xe:cutivé

4,02 Protective
4.03 Proration of General, Executive, and Protective

5.00 Miscellaneous Administrative Provisions

5.01 Credits for Sick Leave Use‘d
5.02 Access to Supplemental Credits
5.03 Rehired Annuitant

5.04 Conversion Pay Rate -
5.05 Conversion Pay Rate for Employees Receivmg Educahonal Credit Add~0ns

6.00 Conversion Chart

INTRODUCTION

This Section (Section H) contains prov:tszons for a health i msurance premmm credit program provided

under s. 230.12(9), Wis. Stats., for certain employees whose compensation is established under
5. 20.923(2) or 5. 230.12, Wis. Stats. Under these provisions, additional health insurance credits are

granted to eligible employees in order to pay post-retirement health insurance premiums. -
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1.00 Coverage

1.01 Classified Eﬁlployees

The provisions of this Section (Section H) apply to all permanent or project
employees in the classified service who are not covered by a collective bargaining

agreement.

For purposes of this Section, layoff will not include temporary, school year,
seasonal or sessional layoff.

1.02 Unclassified Employees

The provisions of this Section (Section H) apply to the following unclassified -
employees:

(1) Constitutional officers and other state officials in positions identified in
s. 20.923(2), Wis. Stats,, including the following:

(@)

(b)
(©

(d)
(e)

Justices of the supreme court, court of appeals judges, and circuit court
judges; '

State senators and representatives to the assembly;

The governor, lieuténém goverhbr, s‘ecfefary of state, state treasurer and
attorney general;

The state superintendent of ﬁ)ublic instruction;

District attdmeys.

(2) "ESG" employees in positions identified under ss. 20.923(4), (8), (9), and (12),
Wis. Stats., in the executive or legislative branches;

(3)  All other unclassified employees in the executive branch except for employees
whose pay is specifically excluded from governance by the pay provisions of
this plan under s. 230.12(1)(2)1.b., Wis. Stats., or employees who would be
limited term employees (LTES) if the1r employment were in the classxﬁed

_service.

200 Effective Dates

2.01 Classified Employees

For all classified employees, the provisions of this Section (Section H) took effect on
January 21, 1996.



Section H - 2.02
2.02 Unclassified Employees

(1) For unclassified employees, other than those specified in (2) below, the
provisions of this Section (Section H) took effect on January 21, 1996.

(2) For constitutional officers, other state officials, and unclassified employees.
serving fixed-term appointments, the provisions of this section took effect as

specified under (2) through (f), below:
(@) For justices and judges: when any justice or judge took the oath of office,
on or after January 21, 1996. (The Honorable Patrick C. Haughney was

sworn in as a circuit court judge on April 29, 1996. These provisions,
therefore, took effect for all judges and justices as of that date.)

(b) For Legislative members: January 6, 1997.

(e) For the governor, lieutenant governor, secretary of state, state treasurer
and attorney general: January 4, 1999.

'(d) For the state superintendent of public instruction: July 1, 1997.

(e) - For district attorneys: January 6, 1997.

(f)* For unclassified employees appointed to fixed-term positions: vpon
appointment or reappointment, on or after January 21, 1996.
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3.00 Eligibility

4.00

The following supplementai health insurance conversion credits are provided for covered
employees who, on or after January 24, 2004, are laid off or retire from the service, or for
the surviving insured dependents of employees who are laid off or die while in service,

under the following conditions:

(1) The credits shall be based upon an employee's full number of years of adjusted

continuous service on the date of retirement, layoff or death.

The credits shall be calculated based on the employee's sick leave balance on the

@ ‘
date of retirement, layoff or death.

(3) EffectiveJuly26;:2003anAn employee is not required to retire immediately upon
termination from the service to be eligible if the employee has 20 years of creditable
_service under the Wisconsin Retirement System. See ss. 40. 02(25)(b)66 and
40. 95(1)(&) intro, Wis. Stats.

Amoﬁnt

4.01 General and Executive

For employees who retire, are laid off, or die while in state service with at least

fifteen (15) full years of adjusted continuous service, the employer shall match each
one (1) hour of accumulated sick leave up to a maximum of fifty-two (52) hours per
year multiplied by the number of years of service through twenty-four (24) years.
For years of adjusted continuous service over twenty-four (24) years, the employer
shall match each one (1) hour of accumulated sick leave credit up to a maximum of
one hundred and four {104) hours per year multiplied by the number of years of
continuous service over twenty four (24) years.



Section H — 4.02
4.02 Protective

For employees who have earned all of their adjusted continuous service while having
protective occupation status and who retire, are laid off, or die while in state service
with at least fifteen (15) full years of adjusted continuous service, the employer shall
match each one (1) hour of accumulated sick leave up to a maximum of seventy-
eight (78) hours per year multiplied by the number of years of service through
twerity-four (24) years. For years of adjusted continuous service over twenty-four
(24) years, the employer shall match each one (1) hour of accumulated sick leave
eredit up to a maximum of one hundred and four (104) hours per year multiplied by
the namber of years of continuous service over twegity-four (24) years.

4,03 Proration of General Executive, and Protective

Employees who have earned part of their adjusted continuous service while in
protective occupation status shall have their credits prorated as speolﬁed in(1)or(2)

helow.

(1) If at the time of retirement, layoff, or death, the employee has adjusted
continuous service of less than twenty-five (25) years, multiply the number of
~ years as general and/or executive by fifty-two (52) hours. Multiply the number
of years as protective by seventy-eight (78) hours. Combine these totals to
determine the maximum matching credits.

(2) If at the time of retirement, layoff, or death, the employee has adjusted
continuous service of over twenty-four (24) years, determine the proration
based on the first twenty-four (24) years of service and then add one hundred
and four (104) hours for each year of adjusted continuous service over twenty

four (24) years.
5.00 Miscellaneous Administrative Provisions

5.01 Credits for Sick Leave Used

(1) Employees who suffer from a personal illness or injury that requires them to
use at least five hundred (500) hours of accrued sick leave during the three (3)
years immediately prior to retirement, layoff, or death shall receive five
hundred (500) hours credited to this account upon retirement, layoff, or death.

(2) Employees shall be required to provide medical documentation of such illness-
or injury to the employer on forms provided by the employer at the time the
leave is taken. Employees who have suffered such an illness or injury during
the three (3) years immediately preceding the effective date of this benefit shall
also be required to provide supporting medical documentation.
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5.02 Access to Supplemental Credits

Access to these credits for payment of post retirement health insurance premiums
shall occur only after all Accumulated Sick Leave Conversion Credits (ASLCC)

~ have been exhausted.

- Credits granted to a laid off employee or that person’s surviving insured dependents,
shall be available until credits are exhaustéd, the laid off employee is reemployed, or
- five (5) years have elapsed from the date of layoff, whichever occurs first.

5.03 Rehireﬂ Apnuitant

In the event an employee returns to a position covered by these provisions after
having retired, the credits in this account shall be held in escrow until the employee
again retires. The credits will then be adjusted to reflect additional years of

continuous service and sick leave acerual.

5.04 Conversion Pay Rate

siek-Sick leave shall be converted to credats using the employee 8 hlghest base pay
rate received as a state employee

5.05 Conversion Pay Rate for Employees Receiving Educational Credit Add-Ons

The educational credit add-on set forth in Section A., 4.14 of this Plan will be
considered a part of an employee’s basic pay rate for purposes of the supplemental
health insurance conversion credits provided under this Section (Section H). This
treatment of the educational credit add-on applies to participants in the Wisconsin
Retirement System who apply for the conversion of unused sick leave credits on or

after July 4, 1999,
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6.00

Conversion Chart - For informational purposes, a chart portraying this benefit is
provided.

 Add 104 hours . Add 104 hours




 SECTION I ~ PAY ADMINISTRATION FOR BROADBAND PAY SCHEDULES

1.00 Coverage
2.00 Increase Limitations

2.01 Individual Increase Limitations
2 02 Retroactive Increases or Decreases

3.00  Definitions
4.00 Transaction Pay Adjustments

4.01 Multiple Pay Adjustments on Same Date (Order of Application)

4.02 Pay on Completion of All Pay Transactions

4.03 Pay on Completion of the First Six Months
Career Executive Trial Period w7

4.04 Pay on Appointment '

4,05 Pay on Involuntary Transfer | : .

4.06 Pay on Demotion or Career Executive Movement to a Lower Pay Range

4.07 Pay on Reinstatement S :

4.08 Pay on Restoration : : o _

4.09 Pay on Regrade for Reallocation or Reclassification to a Classification in a Higher

Pay Range - - : : :
+ 4.10 Pay on Regrade for Reallocation or Reclassification to a Classification in the Same
or Counterpart Pay Range -
4.11 Pay on Regrade for Reallocation or
Pay Range
4.12 Pay on Accretion-
4.13 Raised Mimimum Rate ‘
4.14 Trainee Minimum Rate .
4.15 Pay on Movement from Craft-Related Positions

of Probation, Project Appointment, or

Reclassification to a Classification in a Lower

5.00 Abuse of Discretion.

" 1.00  Coverage

The provisions of this Section (Section I) apply to classified permanent and project

employees in positions allocated to classifications assigned to the broadband pay

schedules. In addition, certain unclassified attorney positions, those included in Section C
" of this Plan, are covered by 4.04 of this Section (Section T). These provisions supersede

those of ch. ER 29 and ER 30, Wis. Adm. Code.
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2.00 Increase Limitations

3.00

2.01 Individual Increase Limitations

Except where specified, the individual increase limit provided in s. 230.12(5)(d),
Wis. Stats., does not apply to base pay adjustments granted pursuant to provisions of

this Section (Section I).

2.02 Retroactive Increases or Decreases

Except for action in accordance with ss. 230.43(4), 230.44(4)(c), and 230.45',"Wis.
Stats., or to correct an error, no pay increases or decreases associated with provisions

of this Section (Section I shall be retroactive.

Definitioris

. The definitions set forth.in ss. ER 1.02 and ER-MRS 1.02, Wis, Adm. Code, will be used

for purposes of this Section (Section 1) with the following additions:

(1)

@)

3)

(4)

)

“Appointment Maximum” means the maximum base rafe an employee may
be granted when appointed to a position assigned to that “appointment
maximum,” except as otherwise provided under 4.04 (Pay on Appointment),
4.07 (Pay on Reinstatement) and 4.08 (Pay on Restoration) of this Section
(Section I). The “appointment maxirnum™ is not the maximum of the pay
range. See also “Temporary Appointment Maximum.”

“Effective receipt” means the date a recommendation is received by the office
within the agency that has been delegated; in writing, effective receipt authority

" by the appointing authority.

“Present rate of pay” means the base pay rate currently authorized for the
position that determines the type of personnel transaction that will occur,

unless otherwise specified.

“Red circled pay rate” means a base pay rate received by an employee that is
above the pay range maximum for the classification of the employee’s position.
Employees whose pay has been red circled shall continue to receive their
present rate of pay until the pay range maximum for the class exceeds their
present red circled pay rate, and shall not receive any base pay adjustments
unless authorized by this Plan. However, employees whose pay has been red
circled ag a result of a layoff, and whose restoration rights have been forfeited
as a result of a failure to accept a reagonable offer of appointment or
reappointment pursuant to ch. ER-MRS 22, Wis. Adm. Code, shall have their
base pay reduced to the maximum of the applicable pay range.

“Temporary Appointment Maximum” means an appointment maximnm that
is established temporarily for a specific position due to special market needs.
Except as otherwise provided in 4.04 (Pay on Appointment), 4:65-4.07 (Pay on
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(6)

Reinstatement), or 4.08 (Pay on Restoration), below, the “temporary
appointment maximum” is the maximum base rate an employee (new or
current) may be granted when appointed to the specific position for which the
“temporary appointment maximum” is approved. Once the position for which
the “temporary appointment maximimm” has been approved is filled, the
“temporary appointment maximum® expires.

A “temporary appointment maximum” will be established only under
exceptional circumstances and must be pre-approved by OSER. See also
“Appointment Maximum.”

“Within-Range Pay Step (WRPS)” means an amount equal to three percent
(3.0%) of the minimum of the applicable pay schedule.

4.00 Transaction Pay Adjustments

4.01 Multiple Pay Adjustments on Same Date (Order of Application)

Multiple pay adjustments that are effective on the same date will be applied in the
following order:

(1)
@
3
4)

G

©)
G
®)
©
(10)

(11)
(12)

Completion of the first 6 months of a probationary period, career executive
trial period or project appointment. '

Regrade of an employee as a résult of a reallocation decision.
Regrade of an employee as a resqlt ofa reciassiﬁclation decision.
Pro:gression Adjustment provided under Section A, 2.05 of this Plan:
Promotion.

Career executive voluntary movement to a higher class.

Demiotion.

Career executive reassignment or voluntary movement to a lower class.

Transfer.

Career executive reassignment or voluntary movement to a position allocated
to a classification in the same pay range.

Reinstatement.

Restoration.

1-3
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(13) Compensation Plan adjustments pursuant to s. 230.12(3), Wis. Stats., including
but not limited to within range pay adjustments other than those made under
(1) through (12), (15), and (16) of 4.01 of this Section (Section I).

(14) Compensation Plan schedule adjustments under s. 230,12, Wis. Stats.

(15) Establishment of a raised minimum rate.

(16)- Discretionary Compensation Adjustment (DCA).

{17y Original appointment.

4,02 Pay on Completion of All Pay Transactions

Upon completion of any personnel {ransaction:

(1) Except for (2) below, employees will receive a base pay rate not less than the
minimumn rate for the classification regardless of whether the employee is
serving a probationary or career executive trial period.. :

- (2) Employees will receive not less than the minimum rate for the training
program if the employee is serving a probationary period in a trainee
classification.

(3) Unless otherwise stated in this Section (Section I), the base pay rate will be
subject to the applicable pay range maximum.

4.03 Pay on Completion of the First Six Months of Probation, Project Appointment,
or Career Executive Trial Period

No six-month probationary increases will be granted to employees upon completior
of the first six months of any probationary period, project appointment, or career
executive trial period.

4.04 Pay on Appointment

(1) Pay on Appointment provisions apply to the following transactions:

@
(b)
©
@
©
®

Original Appointment;
Promotion;

Voluntary Transfer;
Career Executive reassignment to the same pay range;

Career Executive voluntary movement to the same or higher pay range;
Project Appointments.
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(g) Appointment of employees to unclassified attorney positions covered by
Section C of this Plan.

(2) Pay on QOriginal Appointment, Project Appointment, and Appointmént of
Employees to Unclassified Attorney Positions Covered by Section C of this

Plam.

(a) Anemployee’s base pay may be set at any rate that is not less than the
minimum of the applicable pay range and not greater than the applicable

appointment maximum.

(b) For a project appointment in a broadband pay schedule, an employee’s
base pay may be set at the following: _

. 1. Inaccordance with (a) above;

2. Subject to the maximum of the riew pay range, projéct appointees
who have previously served as permanent classified employees and
who.could have been appointed to a permanent position without an
interruption of continuous service under s. ER 18.02(2), Wis. Adm.
Code; may be appointed to a project position assigned to a higher
classification than their previous permanent classified position and
may be paid up to their previous rate of pay if higher than the pay
range minimum of the classification for the project appointnient.

3. Project appointees who have previously served as permanent
classified employees and who could have been appointed to a
permanent position without an interruption of continuous service
under s. ER 18.02(2), Wis. Adm. Code, may be appointed to a project
position assigned to the same, a counterpart, or & lower classification
than their previous permanent classified position and may be paid a
rate of pay determined in accordance with the provisions regarding
pay on reinstatement as contained in 4.07 of this Section (Section I)
or the applicable collective bargaining agreement.

4. Subject to the maximum of the new pay range, project appointees
appointed directly from a permanent unclassified position without an
interruption in employment status may be paid up to their previous
rate of pay if higher than the pay range minimum of the classification
for the project position.

5. On subsequent project appointment to a different position, the pay
' rate attained as a result of a project appointment shall not serve as the
basis for the establishment of subsequent pay rates on appointment to
any other position.
I-5
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(3) Pay on Appointment for all of the transactions listed in (1) above, other than
Original Appointment, Project Appointment, and Appointment of Employees
to Unclassified Attorney Positions Covered by Section C of this Plan, or
movements to a broadband from a craft-related position in which base pay was

based on a prevailing rate.

(a) Except as provided in (b) and-{c)-below, an employee’s base pay may be
- set in accordance with either of the foﬂowmg

- (b)

I.

The minimum of the pay range through its applicable appointment
maximum; or

The minimum of the pay range through a rate equal to the employee’s

* current base pay rate plus 4 WRPS, subject to the pay range

maximum.

For promotions an employee’s base pay may be set in accordance with (a)
above, except the employee’s present rate of pay will be increased by an
amount not less-than 8.0% of the pay range minimum, subject to the
applicable appointment maximum.

L

For promotion of an employee currently serving a promotional
probation, the present rate of pay will be calculated as if the employee
were restored to the position in the highest class in which permanent
status in class was held at the time the employee started that

promotional probation,

For promotion of a former employee in layoff status or a current
employee in layoff status who is serving a probationary period, the
present rate of pay will be calculated as if the employee were restored
to the position from which the layoff occurred.

For promotion of a current employee in layoff status who is not
serving a probationary period, the present rate of pay will be the
greater of the current rate of pay or the rate calculated as if the
employee were restored to the position from which the layoff

occurred.

For promotion of an employee on an approved leave of absence, the -
present rate of pay will be calculated as if the employee were restored
to the position in the highest class in which permanent status in class

was held at the time the employee began the leave of absence.
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4.05 Pay on Involuntary Transfer

The appointing authority may use the pay on appointment flexibility of 4.04(3) of
this Section (Section I), except an employee who is involuntarily transferred for
reasons other than discipline shall be paid at least their present rate of pay. Ifthe
present rate of pay exceeds the new pay range maximum, it shall be red circled.

4.06 Pay on Demotion or Career Executive Movement to a Lower Pay Range

(1) Bxcept as specified in (2) through (4) below, a demoting or demoted employee,
or a career executive employee voluntarily moved to a lower pay range, may
receive any base pay rate which is not greater than the present rate of pay,
subject to the new pay range maximum. :

(2) If an employee demotes within an agency after being notified in writing by the
appointing authority that the employee’s position may be affected by
impending layoffs, the employee’s present rate of pay may be retained and that
rate may be red circled if it is above the maximum for the new classification,

subject to the following:

(a) For movement between broadband pay ranges, the demotion is no more
than one pay range;

(b) For movement between non-broadband pay ranges, the demotion is no
. more than three pay ranges; or

(¢) For all other movements, the new pdy range minimum is be-at least
75.0% of the pay range minimum from which the demotion occurs.

(3) Ifan employee exercises a'mandatory right of demotion as a result of layoffto
the highest level vacancy available pursuant to s. ER-MRS 22.08(2), Wis.
Adm. Code for which the employee is qualified within the agency from which
the layoff occurred or an employee who exercises displacement rights and
demotes pursuant to s. ER-MRS 22.08(3), Wis. Adm. Code, -the employee’s
present rate of pay shall be retained. If the present rate of pay is above the

" maximum for the new classification, it shall be red circled.

(4) If ari employee demotes within an agency after written notification of layoff,
and the demotion is a permissive appointment to the highest level vacancy
available for which the employee is qualified within the agency, the
employee’s present rate of pay may be retained. If the present rate of pay is
above the maximum for the new classification, it may be red circled.

(5) Ifacareer executive is reassigned to a position allocated to a classification in a
lower pay range, the employee shall retain his or her present rate of pay. If the.
present rate of pay is above the new pay range maximum, the employee’s pay

-shatl be red circled.
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4.07 Pay on Reinstatement

‘Pay on reinstatement will be set as follows:

0

@)

(3)

)

&)

()

An employee who has not held permé.nént status in class within the last 5 years
shall have his or her pay determined in accordance with the pay on original
appointment provisions of 4.04 of this Section (Section I). -

Except as otherwise provided in 4.07 of this Section (Section I), an employee
may be granted a base pay rate which is not greater than the last rate received
plus intervening adjustments pursuant to s. 230.12, Wis. Stats., or the
applicable collective bargaining agreement, subject to the pay range maximuin.
When intervening adjustments are discretionary, the amount shall be limited to
the amount that would have been generated by the employee. -The intervening
adjustments applied shall be those of the appropriate pay schedule and
classification from which reinstatement eligibility is derived, subject to the

applicable pay range maximum.

' “Last rate received” for an employee who is reinstated is defined as the highest

base pay rate received in any position in which the employee had previously
held permanent status in class within the last 5 years.

If the appointment maximum corresponding to the position to which the
employee is reinstating is greater than the last rate received plus intervening
adjustments, as determined under (2) above, the appointing authority may set
the employee’s base pay at a rate not to exceed the appointment maximum.’

If the employee is reinstated following layoff, the base pay rate shall be
calculated in accordance with (2) or (3) above. However, if the employee is
reinstated to the highest level vacancy available for which the employee is
aualified within the agency from which layoff occurred, and if the last rate
received in the position from which layoff occurred exeeeds the new pay range
maximum, the employee may be paid any base pay rate that does not exceed

that last rate received.

If the employee is reinstated and the employee’s present rate of pay is red
circled in the highest position currently held, the base pay rate shall be
calculated in accordance with (2) or (3) above. However, if the employee’s red
circled pay rate exceeds the new pay range maximum, the employee may be
paid any base pay rate which does not exceed the red circled pay rate.

The OSER Director may waive the limit on intervening discretionary
Compensation Plan adjustments provided in (2) above, upon reinstatement of
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an employee following employment in the unclassified service if the work in
the unclassified service was closely related to and at a higher level than the

work of the position to which reinstated. Upon approval by the OSER

Director, intervening Compensation Plan adjustments shall not be limited by
the amount that would have been generated, but shall be subject to the limits
specified in the applicable Compensation Plan and s. 230.12, Wis. Stats.

4.08 Pay on Restoration

Pay on restoration will be set as follows:

(1)

@)

(3)

(4)

Except as otherwise provided in 4.08 of thlS Section (Section I), an employee

~ shall be granted a base pay rate which is not greater than the last rate received

plus intervening adjustments pursuant to s. 230.12, Wis. Stats., or the
applicable collective bargaining agreement. When intervening adjustments are
discretionary, the amount shall be limited to the amount that would have been
generated by the employee. The intervening adjustments applied shall be those
of the appropriate pay schedle and classification from which restoration
eligibility is derived, “Last rate received” means the last base pay rate received
in the position from which restoration rights are derived. If the employee’s

‘base pay on restoration is greater than the new pay range maximum, it shall be

red circled.

If the appointment maximum corresponding to the’ posmon to which the
employee is restoring is greater than the last rate received plus intervening
adjustments, as determined under (1) above, the appointing duthority may set
the employee’s base pay at a rate not to exceed the appomtment MAaximmm.

If an employee is restored following a Iayoff toa Vacancy at a Jower level than
the highest level vacancy for which the employee is qualified in the employing
unit, the employee’s rate of pay shall be calculated in accordance with (1) or

(2) above, subject to the maximum of the pay range to which the classification

is assigned.

If an employee is restored in accordance with an order of the personnel
commission or a court action, the employee’s rate of pay shall be as ordered by

the commission or courtf.



Section T - 4.09

4.09 Pay on Regrade for Reallocation or Reclassification to a Classification in a
- Higher Pay Range :

(1)

@

G)

Except as modified in (2) and (3) below, pay on regrade for reallocation or
reclassification to a classification in a higher pay range will be the greater of
the following, subject to the new pay range maximum:

(a) Anemployee’s present rate of pay mcreased by 8.0% of the minimum of
the applicable pay range; or

(b) The applicable pay range minimum.

Regiaded employees, except trainees, who have reinstaternent eligibility or
restoration rights to a higher pay range from which regraded shall receive the

gieater of the following:

(2) The pay rate ealculated as if they had been reinstated or restored to the
pay range from which reinstatement ehg1b111ty or restoration rights are

denved or

- (b) The present rate of pay.

If a trainee, a regraded employee shall retain the same pay relationship within
the training program, based on qualifications and specific segments of the

. trammg prograrh that have been Waxved or completed.

4,10 Péy on Regr‘ade for Reallocation or Reclassification to a Classification in the
Same or Counterpart Pay Range

(1)

@

€)

Except as modified in (2) and (3) below, regraded employees whose positions
are reallocated or reclassified to a classification assigned to the same or

 couriterpart pay range shall receive no pay adjustment.

Regraded employees, except trainees, whose positions are reallocated or

reclassified to a higher classification series level within the same pay range

will réceive an increase in the amount of 8.0% of the pay range minimum,

‘subjéct to the applicable appointment maximum. This applies only if an

employee has not held, within five years of the reclassification or
reallocation effective date, permanent status in class at the same level of

the reclassﬂ" cation or reallocatmn

If a trainee, a regraded employee shail retain the same pay relationship within
the training program based on qualifications and specific segments of the
training program that have been waived or completed.
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4.11

4,12

Pay on Regrade for Reallocation or Reclassification to a Classification in a
Lower Pay Range

(1) - Regraded employees who have permanent status in class in the new
classification shall continue to be compensated at theii present rate of pay. If
the present rate of pay exceeds the hew pay range maximum, it shall be red

circled,

(2) Regraded employees who are serving an original probation shall continue to be
compensated at their present rate of pay, subject to the new pay range

MAaximum.
(3) If an employee has previously attained permanent status in class but is serving
a probationary period for a promotion or transfer within the agency, upon the

request of the employee, the appointing authority shall restore the employee to
his or her former position, or a similar position a351gned to a class in the same

or a counderpart pay range.

Pay on Accretion

Under s. 230.15 (1m), Wis. Stats, when the state becomes responsible for a function
previously administered by another government agency ot a quasi-public or private
enterprise or when positions in the unclassified service, excluding employees in the

 legislature, are determined to be more appropriately included in the classified

4.13

4.14

service, the OSER Director shall determine the appropriate pay, subject to the
maximum of the pay range to which the class is assigned. The appointing authority
may determine the appropriate pay without OSER Director approval if the pay rate
does not exceed the appointment maximum of the applicable pay range.

Raised Minimum Rate

Raised minimum rates for classified employees covered by this Section (Section I)
will be determined in accordance with Section E, 1.02, of this Plan.

Trainee Minimwm Rate

- Trainee minimum rates for classified employees covered by this Section (Section I)

will be determined in accordance with Section E, 1.04, of this Plan.

‘ 4.15 Pay on Movement froml Craft-Related Positions

Pay for movements from craft-related positions in which base pay had been based on
prevailing rates to a broadband pay range, except for restorations, will be determined
in accordance with 4.04(3)(a) 1 or 2 of this Section (Section I).
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5.00 Abuse of Discretion
Abuse of discretion in use of pay on appointment flexibility proviéions provided in 4.04,
4.05, 4.07 or 4.08 of this Section (Section I) could result in the Administrator, Division of

Compensation and Labor Relations, reducing the appointment pay rate and/or limiting the
agency’s ability to use such ﬂex1b111ty

112



SECTION J - PROVISIONS FOR ADMINISTERING THE DISCRETIONARY

COMPENSATION ADJUSTMENT (DCA)

1.00  Coverage

2.00

1.00

2.00

Discrétionary Comipensation Adjustment (DCA)

Coverage

The prdvisions of this Section (Section J) apply to permanent and project employees in
positions allocated to classifications assigned to broadband pay schedules and unclassified

employees not serving a fixed term (Section B, 3.05 and Section C of this Plan).

Discretionary Compensation Adjustment (BCA)

(D

)

&)

(4)

(>

Concept. The Discretionary Compensation Adjustment (DCA) provisions allow the
appointing authority, if delegated by the Administrator, Division of Compensation
and Labor Relations, the discretion to provide employees economic recognition for
significant and permanent changes in job duties, increased competenc1es merit or to

address pay equity or retention needs.

Effective Date. DCAs may b’e granted at any time during the fiscal year. The
effective date of an adjustment will be the beginning of the first pay period follomng
effective receipt (as defined in Section I, 3.00 of this Plan) of the DCA '
recommendation for both delegated and 11011—deiecrated DCAs. No DCA may be
retroactive. If multiple pay adjustments have the same effective date, DCAs will be
applied to an employée’s base pay according to Section I, 4.0} of this Plan. No

BCA may be granted on the effective date of an appcinﬁnent

Initial Applicability. Agencies must develop administrative procedures that will be

- used to grant DCAs prior to awarding DCAs. The administrative procedures must

be developed in accordance with the guidelines issued by the OSER Director and
will be applied in a uniform manner throughout the agency or employing unit.

Reporting Requirements. Agencies shall provide reports to OSER on a quarterly
basis (or more frequently as required). These reports will include the name and
classification of the recipient and the reason for granting the adj ustment. Copies of
the supervisory or management letter of justification supporting each adjustment will
be retained on file at the awarding agency. Additional information may be required

at the discretion of the OSER Director.

Eligibility. All employees who are in pay status in positions allocated to
classifications assigned to broadband pay schedules and unclassified employees not
serving a fixed term (Section B, 3.05 and Section C of this Plan) are eligible to be

considered for a DCA except the following:
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©)

7)

(a) Employees whose job performance in the prevmus fiscal year was rated below
satisfactory.

(b) - Supervisors who did not complete formal performance evaluations on all
subordinate employees for whom performance evaluations are required.

(¢) Anyemployee paid at or above the applicable pay range maximum may ndt
réceive a base-building DCA. :

(d) Trainees eligible for scheduled trainee increases.

(¢) Crafts Worker-related employees (projéct crafts workers, crafts worker
supervisors, shop supervisors, and the Crafts Operation Manager, UW-

Milwaukee).
(f) © Positions specifically listed in s, 20.923(2), (3). (4g) aﬁd (5), Wis. Stats,

Individual Increase Limits. The individual iricrease limit provided in s. 230.12(5)(d),
Wis. Stats., does not apply to base pay adjustments granted pursuant to 2.00 of this

Section (Section J).

Funding. The DCA is not considered a “salary adjustment” for which supplemental
allotments may be provided under s. 20.865, Wis. Stats.. excet}t as provided under

_ (12), below

)

@ .

Reinstatement and Restoration. DCAs may not be included when calculating pay on
. reinstatement or restoration, except when returning from a leave of absence granted

for service in an unclassified position. This exception is limited to 2 within pay

range steps (WRPS) per fiscal year.

‘ Amount for Employees Covered in Section A that are Assigned to Broadband Pay
Scliedules and Unclassified Positions Covered by Section C of this Plan.

" (a) Except as provided in (c), below; and subject to the delegation limitations

provided in (11), below, the DCA may be granted to eligible classified
employees and unclassified attorneys covered under Section C of this Plan in
any amount up to 4 WRPS, subject to the maximum of the pay range. The
DCA may be granted as a basé pay adjustmient.-e# in a Jump sum payment

- called a Discretionary Compensation Payment (DCP), or in combination at the
discretion of the appointing authority. For the purpose of applying the 4
WRPS limitation, the payment shall be converted to a base pay equivalent by

dividing the lump sum by 2088.

(b) An employee may receive more than one DCA during the fiscal year, however,
' the total amount granted in. the form of base-building and/or lump sum DCAs
in the fiscal year may not exceed an amount equal to 4 WRPS, except as
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(©)

provided in (¢) below. The DCA 4 WRPS limit, per fiscal year, per employee,
includes DCAs granted by a single agency or by multiple agencies.

Under exceptional circumstances, an appointing authority may submit a request
to the OSER Director to exceed the 4 WRPS limit specified in (a) and (b)
above. This request must be accompanied by a comprehensive written
justification. Approval must be obtamed prior to awarding any DCAs that

exceed the 4 WRPS limit.

(10) Amount for Employees in Unclassaﬁed Posmons Not Serving a szed Term Under
Section B, 3.05 of this Plan.

(a) Except as provided in (c), below, and subject to the delegation limitations

provided in (11), below, the DCA may be granted to eligible employees

 covered under Section B, 3.05 in any amount up to 2 WRPS for merit only,
" subject to the maximum of the pay range. Except as noted below, aThe-DCA
- may be granted as a base pay adjustment, exin-a DCP lump sum payment, or in

combination at the discretion of the appointing authority. For the purpose of

applying the 2 WRPS limitation, any lumip sum payment shiall be converted to

" abase pay equivalent by dividing the lump sum by 2088. Lump sum payments

are strictly prohibited for aa-employees whose pos1t10ns isnot-Hstedaie refened

to ms 20 923(16) Wis. Stats. E@Hhepmpese—@#appl{,%}g%h%%@g

Q&e&wmby%@%&mmlble emplevees whe may no‘t receive lu D S
payments include these in the following positions from s. 20. 923(4) and {7) -

through { 12), Wis. Stats.:

All Devartment Secretaries; '
All Department Deputy Secretaries;
_All Department Execntive Assistants:
All unclassified Division Administrators not serving a fixed term;
Administration, Depar{ment of: Director of the Federal-State Relations
Office:
Arts Board: Executive Seeretary
‘ Correetmns Department of: Director of Prison Industrles
_ Educational Communications Board: Executive Duector
Elections Board: Executive Director
10.  Emplovment Relations, Office of: Director
11. Ethics Board; Executive Director
12. Firiancial Institutions, Department of: Director of the Office of C1ed1t
Unions
13, Governor, Office of Executive Secretary, Key Professional Staff
14; _Governor’s Work-Based Learning Board: Executive Director

L 1 [ e

0 fo0 (1 jon

15, Iigher Education Aids Board: Execufive Secretary

16.  Insurance, Office of: Commissioner -

17. Justice, Department of: Program Director for Crime Victims

Compensation
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18. Public Defender, Office of: State Public Defender.

19. Railroads, Office of the Commissioner: Commissioner

20. Regulation and Licensing. Department of:  All Bureau Directors
21. Secretary of State, Office of: Assigtant Secretary of State

22. Sentencing Commission: Executive Director

23. State Fair Park: Director

24, State Treasurer, Office of; Assistant State Treasurer

25.  Wisconsin Historical Society: Director; Associate Director

26. _Wisconsin Technical College System: Director

29. . Workforce Development: Executive Director for Employment and

Training

(b) An employee may receive more than one DCA during the fiscal year, however,
the total amount granted in the form of base-building and/or himp sum DCAs
- in the fiscal year may not exceed an amount equal to 2 WRPS, except as
provided in (¢) below. The DCA 2 WRPS limit, per fiscal year, per employee
includes DCAs granted by a single agency or by multiple agencies.

(c) Under exceptional circumstances, an appointing authority may submit a written
request fo the OSER Director to exceed the 2 WRPS limit specified in (2) and
(b) above. This request must be accompanied by a comprehensive
justification. Approval must be obtained prior to awarding any DCAs that

exceed the 2 WRPS limit. -
DCA'Agéﬁcy Delegation.

Agencies will be granted automatic. delegation of up to 2 WRPS per fiscal year to
provide DCAs to eligible employees covered by Sections A and C of this Plan.
Agencies may receive delegation from OSER to provide up to 4 WPRS per fiscal
year for eligible employees covered under Sections A and C, and for the 2 WRPS per

fiscal year to eligible unclassified employees covered by Section B, 3.05 of this Plan

upon completion of additional training in broadband administration and
demonstrated consistent application of acceptable broadband practices.

Agency DCA delegation does nof apply if an agency uses the pay upon
appointment flexibility provisions provided in Section I, 4.04, 4.05, 4.07 or 4.08
for an employee, and wishes to grant a DCA to that employee within the same
fiscal year. All DCAs provided to employees who have been appointed using
the above pay upon appointment provisions within the same fiscal year require

prior OSER approval.

Additional conditions of delegation may be determined by the Administrator,
Division of Compensation and Labor Relations. In addition, any abuse of discretion
when granting DCAs could result in OSER rescinding an agency’s DCA. delegation
authority, and/or reducing or removing increases already granted.
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(12) Minimum Level of Funded BEP-Spendinig Authority for Classified Employees.

()

(b)

(c)

Effective-June-27-2004 (first day of the pay period following JCOER
approval) and July 6. 2008, a minimum level of funded PGP-spending
authority will be established. This funded BEP-spending authority for a
fiscal year will be established as $300$0.050 per hour per employee
covered by these provisions on-June27;-2004 these dates. The total
fimded amount available to an agency will not be less than $+686-$0.500
per hour and not more than-$3060 §1.50 per hour in each fiscal vear. The
funded spending authority may be granted as base building increases or
lump sumn payments. The amount of funding used for lump sum
payments shall be determined by dividing the lamp sum amourt by 2088

hours.

The funded DGR-spending authority will be established for classified
employees only. No analogous funded BER-spending authority will be

established for unclassified employees.

The DOA will certify this funded DER-spending authority each fiscal -

yedr for each participating agency. A@ﬁeﬁefes-may-be—pfewd@é%ﬁh
supplensental-allotments under-the-authority-of 8- 20:-865,- Wis-Statefor .

' any lamp-sum pronted-under the funded DCP spending authority:

Gd}"fhe funded PCP-spending authority established for each fiscal year will |

lapse at the end of that fiscal year-2004-05.
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2.00

'SECTION K - PARITY PROVISIONS FOR CERTAIN NONREPRESENTED EMPLOYEES

AFFECTED BY 2003-2005-2007 COLLECTIVE BARGAINING
AGREEMENTS

Coverage
Parity Adjustnients

2.01 Eligibility

2.02 Nea-Diseretionary-Market Adjustments
2:03—-Apsency-Adjustments _
%Adémeﬁal—z%dﬁ}sﬁﬁeﬁ%s

1.00

2.00

3-0--Eligibility
%@M@m@m&eﬁe&e&y&m@%&m—?&y&eﬁ%

Coverage

The provisions of this Section (Section K) apply to permanent or project employees in the
classified service who are not covered by a oolleetive bargaining ag‘reemen-t:

(1) A “permanent employee” is.a person who is an employee as a result of an

appointment to a position in which permanent status can be attained, whether or not
the employee has attained permnanent status.

(2) A “project employee” is a person who is an employee as a result of an appointment

to a project position under conditions of emiployment that do not provide for
attainment of permanent status. =

Parity Adjustments
2.01 Eligibility

(1) Except for employees speczfied in (a) through (c) below any employee in a
position allocated to a classification listed in 2.02-through-2-04 of this Section

(Section K) who is in pay status on the effective date indicated for a parity
adjustment is eligible to be considered for that particular adjustment. '

(a) Any employee whose performance was rated below satisfactory asa
result of a formal performance evaluation conducted in the 12-month

period ending June-25:2005 23, 2007.

(b)Y Any supervisor who has not completed formal performance evaluations
on all subordinate employees, for whom performance

K-1
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- evaluations are required, within the 12-month period ending June-25;
2665 23, 2007.

(c) Any employee paid at or above the 2007-2008 50-11 pay range
maximum.

(2) All parity adjustments granted are subject to the aﬁaheaé}e—fzow -2008 50-11
pay range maxinmu.

(43) The individual increase limit provided in's. 230.12(5)(d), WIS Stats., does not
apply to base pay adjustments granted pursuant to this Section. (Secnon K).

NOTE: The parity base pay rate adjustments provided under this Section
(Section K) may be considered when determining pay on reinstatement e
restorationin accordance with the-applieable-provisionsrelatingto-pay-on .
femsiea%ememawes%efa{femeée%Sectmn I, 4.07 and-4.08-of this Plan. The base
pay rate adjustments Wé@é&&é@h@—@%&ﬁél—}géshaﬂ be included when

determining pay on restoration in accordance wnh Section I, 4.08 of this Plan.

NOTE: Thepasi gt i i i i -
&pphed%ﬂ—&re—efée%se%—i?eﬁh%el%Adjustmems in 2. 02{43~ shaﬂ bc applzed
immediately prior to the Fuly-24;2005-June 24, 2007 GWA&Genei al Wage
Adlustment (GWA) provided in Section A of thls Plan




Section K — 2.02

€b) A - f}‘ﬁij dothot sra not éi‘sfﬁiﬁéb’ﬂ@é an-the @f‘é@ﬁx"% date ;5;‘ "]‘}] E'eiﬁﬂf'“ﬂ Ba Sj’aC"'B:%-
2:03-Agenev-Adjustments 2.02 Market Adjustiments

(1) Effective Date, The ageney-market adjustments will be effective on the
applicable date provided in (43), below.

B832)  Funding.
(&) Subject to (b)threugh(e) and (¢), below,-on-the-effective-date-designated
in-(d)-belowsagensies-will-generate the-amount-indicatod-foreach
empleyee-in-positions-allocated-to-the-classifications-listed: eligible

employees shall be granted the markeét adjustments and lump sum
pavments spemﬁed in (3), below.

(b) Any funds generated shall be granted to the emplovee for whorm they are

generated %&e&%ﬁ%&e&%ﬂ&e@fﬁ%&%@%&%&%ﬁ%&a&n

(ec) Funds generated for distribution in (43), below, may not be combined °
with the discretionary parity funds provided for distribution in any other
section of this Plan. |

- (43) Ageney-Market Adjustment Generatien-Effective July-24;2005-(first day of the
pay period following JCOER approval) and prior to the 2007-2008 General
Wage Adjustment. Any employee in pay statns whose position is allocated to
the Nursing Supervisor classification on the effective date who did not receive
a May 28..2006 and/or Jupe 25, 2006 market adjustments, or received only a
partial market adjustments, in accordance with Section L, 2.02(4) and (5) of the
2005-2007 Compensation Plan solely because of the pay range maximum
limitation, will receive a base pay rate increase equal to the difference between
the market adjustment already received and the market adjustment the
emplovee would have received had the limitation not existed. This base pay

K-3
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rate increase is subject to the 2007-2008 50-11 pay range maximum. Any
employee granted a market adjustment in accordance with this paragraph that

was originally dated May 28, 2006, will also receive a Jump sum payment

equal to the amount of the base pav rate increasé received in accordance with

this paragraph multiplied by the number of hours in pay status as a Nursing
Supervisor for the period December 25, 2005 throuch (one day prior to the first

day of the pay period following JCOER approval). Any employee granfed a
market adjustment in accordance with this paragraph that was originally dated

June 25, 2006, will also receive a himp sum paymment equal to the amount of
the base pay rate increase received in accordance with this paragraph

multiplied by the number of hours in pay status as a Nursing Supervisor for the

period June 25. 2006 through (one day prior to the first day of the pay period

following JCOER approval).

Therespay-be-unique-situbtions related-to-the-Administraive-Suppert-Survey-in

which the-adjustment(s) provided-under 2-02()(d)abovedid sotsignificantly
w@m@%ﬁmmwwwﬁ%ﬂ%&ﬁwéﬂm
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Section K —2.02

by—Any-employeethat did not-qualifir-for-a F¥-2005-2006-General-Wage
Adjustment because his-or-her job-performanees-wasrated-belowe-satisfactoryas
m%mmmmmmm%m@wm

J

Mﬂiﬁ%@%h@%ﬁ&f%ﬁpl@%&é%@ﬂﬁ%ﬁﬁ%@%ﬁ%@%&ﬁ&%@%@m
WW%W%W%WWM
the-I2-menth-period-ending June 252005 ' .

@Gﬁf&ﬁg@%%ﬁé&%ﬁﬁ%%%ﬁ%%ﬁ@ﬁt%&%@%ﬁ%meﬁ%
administratively-feasible-after-the-date-specified:

E—Funding:
{MWWWM@%&%MMWM
provided-in-{3)-below

{—Costs-of hump-sum-payments-assesiated-with-pay-adiustments-in-2-02-and 2-04;
. abeve;-will-be-supplemented-underthe-anthorityof 520865 Wis-Stats-subjeet-to

%h%va&ablh%ye#ﬁmés%efﬂ&ﬂ—p&ﬁﬁe%&&dﬁeﬁﬁmed—bﬁ%%ke%mﬁhe
Department-of-Administrition:

K-35
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@—Q@ﬁ%ﬁ%ﬁmm@%@%ﬁ%ﬂmﬁﬁsﬁ%ﬁm
NOT-be-supplemented-under-the-authorityof 520865 Wis—Stats:

k-6



NOTE: The sections listed below are deleted in their entirety. To reduce printing, they
will not be reproduced.

SECTION L - PARITY PROVISIONS FOR CERTAIN NONREPRESENTED
EMPLOYEES AFFECTED BY 2005-2007 COLLECTIVE
BARGAINING AGREEMENTS

SECTION M - PARITY PROVISIONS FOR CERTAIN “NON-ESG” ATTORNEY
POSITIONS IN THE UNCLASSIFIED SERVICE AFFECTED BY
2005-2007 COLLECTIVE BARGAINING AGREEMENTS



SECTION Z. - NONREPRESENTED_ CLASSIFIED AND COVERED UNCLASSIFIED
EMPLOYEE PAY SCHEDULES FOR THE 2465-2607-2007-2009 BIENNIUM

INTRODUCTION

The Compensation Plan includes dollar values of the base pay rates and ranges and the within range pay
steps of the separate pay schedules for nonrepresented classified employees and covered unclassified

employees. The pay schedules are provided in the following order:

Pay Schedule 1: General Nonrepresented Pay Schedule (Effective July-24:-2005-(first day of the pay

period following JCOER approval} through-May-27-2006 July 4. 2009)
%W+GWW%WM%M%W
20074

Pay Schedule 50: Nontepresented Patient-Treatment-Related Broadband (Effective Jﬁ%y—’l-fi-
2005(first day of the pay period following JCOER approval) -through-Fane24;-2006]uly 5. 2008)

Pay Schedule 50: Nonrepresented Patient-Treatment-Related Broadband (Effective June-25-2006

July 6, 2008 through-Mareh-342007 April 11, 2009)
Pay Schedule 50: Nonrepresented Patient-Freatment-Related Broadband (Effective April +;-2007-12,

2009 throughwo%%@@ﬂr July 4. 2009)

[:]

Pay Schedule 56: Nomepresented Law Enforcement Broadband (Effective July-24;-2005-(first day of
the pay period foilowmg JCOER approval) through-June24:2006 July 5, 2008)
Pay Schedule 56: Nonrepresented Law Enforcement Broadband (Effective Jumne-25,2006-July 6,

2008 through Mareh-31,-2007April 11, 2009)
* Pay Schedule 56: Nonrepresented Law Enforcement Broadband (Effective April-4;-2007- 12, 2009

through June-23;2007July 4, 2009)

Pay Schedule 70: Nonrepresented Information Systems-Related Broadband (Effective Jaby-24;
2005(first day of the pay period following JCOER approval) -through-June-24,-2006 July 5, 2008)

Pay Schedule 70: Nonrepresented Information Systems-Related Broadband (Effective June-25;2006

July 6, 2008 through-Mareh-31:2007 April 11, 2009)
Pay Schedule 70: Nonrepresented Information Systems—ReIated Broadband (Effectlve Aprll 12007

12, 2009 through Jbﬁl@%%—%@@?luly 4, 2009)

Pay Schedule 71: Nonrepresented Professional Legal-Relatéd Broadband (Effective July-24;
2005(first day of the pay period following JCOER approval) -through-Fune-24:-2006 July 5, 2008)

Pay Schedule 71: Nonrepresented Professional Legal-Related Broadband (Effective fune25,2006

July 6, 2008 through-Mareh-34+-2607 April 11, 2009)
Pay Schedule 71: Nonrepresented Professional Legal-Related Broadband (Effective April 5

200712, 2009 through June-23-2007]uly 4. 2009)

Z-1




e Pay Schedule 81: Nonrepresented General Broadband (Bffective %%4,—%@@&( first day of the pay
period following JCOER approval) through-Fume-24;-2606 July 5,2008) o
Pay Schedule 81: Nonrepresented General Broadband (Effective fune-25;-2006-July 6. 2008 through

Mareb-31,200% April 11, 2009)
Pay Schedule 81: Nonrepresented Generai Broadband (Effective Apni 1260712, 2009 through

Fune23+200741uly 4, 2009)

° Péy Schedule 90: Executive Salary Group (ESG) (Effective July-24,-2005-(first day of the pay period
- following JCOER approval) through-June-24;2606 July 5, 2008)
e Pay Schedule 90: Executive Salary Group (ESG) (Effectwe June-25,2006-July 6 2008 through

Mareh-312007 April 11, 2009)
Pay Schedule 90: Executive Salary Group (ESG) (Effecﬁve Aprﬂ %«»2@@212 2009 through June-23;

2007July 4, 2009)

Pay Schedulé 95: General Senior Executive Group (GSEQ)  (Effective July-24,-2005-(first day of the
pay period following JCOER approval) throngh-Fune-24:-2006 July 5, 2008)- '
Pay Schedule 95: General Senior Executive Group (GSEG) (Effective J&H@«%S»%@Gé—luly 6. 2008

through-Mazeh-31:-2007 April 11, 2009)
Pay Schedule 95: General Senior Executive Group (GSEG) (Effectwe Aprll 1200712, 2009

through Jfune23,-2007July 4. 2009)

All pay schedules for nonrepresented emplojees covered by this Plan are contained in this section exbept
the Limited Term Employee Schedule (Schedule 18) which is contained in Section D.

22
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