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	Request for Prevailing 

Wage Determination Package

	Instructions:

1. To request a prevailing wage determination for an alien employee in your department, you are required to complete the following two (2) forms:
i. Carnegie Mellon Request for Prevailing Wage Determination Form - Standardized form for entering Employer and Alien Employee information.
ii. Carnegie Mellon Worksheet for H1 B Actual Wage Form - Standardized worksheet to list education and salary information on all employees in your department who perform substantially comparable work to Alien Employee.
2. If your department has a written policy for how salaries are determined for faculty/staff positions, you may include this with your submission. 

3. For each form please provide all information requested as shown as a gray-shaded input field.  Use the TAB key to advance from one field to the next and shift-TAB to go back (or you can click on the field you wish to update).  
4. Applications with incomplete or missing information will be returned for completion.  Therefore, please carefully review and complete this packet.  We encourage as much description on the job duties performed as you can provide in order to help us make the appropriate job match.  Therefore, please feel free to submit an additional attachment with full explanation.  We also encourage any additional attachments that you feel are warranted to help aid in this process.
5. Submit completed forms to Vince Pampalone, Human Resources Department via:  e-mail:  vpampalone@cmu.edu or via fax: 412.268.7472 if you are unable to email.

6. If you have questions regarding these forms, please call 412.268.4543. 


	PLEASE PROVIDE ALL INFORMATION REQUESTED.  

ALLOW 30 WORKING DAYS FOR PROCESSING.
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	Request for Prevailing 

Wage Determination

	1. Please provide all information requested as a grey-shaded field using the TAB key to advance from one field to the next (Shift-TAB to go back).  Applications with incomplete or missing information will be returned for completion. You may provide supplemental information by attachment.

2. Submit completed form to Vince Pampalone, Human Resources Department via:      e-mail:  vpampalone@cmu.edu, or via fax: 412.268.7472 if you are unable to email.

3.  If you have questions regarding this form, please call 412.268.4543. 

	PLEASE PROVIDE ALL INFORMATION REQUESTED.  

ALLOW 30 WORKING DAYS FOR PROCESSING.

	  Employer information              Please print or type.      Please do not use abbreviations or acronyms.

	Full name and address of employer (including County)

Name of Employer

Carnegie Mellon University
Contact Person

Vince Pampalone
Address

5000 Forbes Avenue
Title
Senior Compensation Analyst
City, State, Zip Code

Pittsburgh, PA 15213
Phone

412.268.4543
County (required)

Allegheny County
Fax
412.268.7472



	Requestor information          Please print or type.      Please do not use abbreviations or acronyms.
Name or Person requesting determination:

     
Date of Request:

     
Title
     
Department

     
Phone
     
E-mail

     


	Alien information                   Please print or type.      Please do not use abbreviations or acronyms.                          
Alien’s First Name
     
Last Name
     
Job Title for which prevailing wage is requested
     
DOT or O*NET Code (if known)
     
Total hours per week:    

Basic

37.50
Rate of Pay:     Basic

$0.00
Per

 FORMDROPDOWN 

Job description information     Please print or type.     Please do not use abbreviations or acronyms. 

Describe FULLY the job duties to be performed and/or attach the job description (Please feel free to submit  additional attachment if needed):

     
State in detail the MINIMUM education, training, and experience required to perform the job duties described above. 

Check highest level of minimum required education:     FORMCHECKBOX 
 High School           FORMCHECKBOX 
 Associate’s Degree     FORMCHECKBOX 
 Bachelor’s Degree 

    (Use x or space bar to check box desired.)                 FORMCHECKBOX 
 Master’s  Degree    FORMCHECKBOX 
 Doctoral                    FORMCHECKBOX 
 Other ______________

If college degree required, major field of study:        

Training required for this position:  

No. of Yrs.:           Months:      
Type of Training:

     
Experience required for this position:  

No. of Yrs.:           Months:      
Specify type of experience:

     
Number of workers alien will supervise:

     
Address where alien will work, if different from employer (include County):

     


	Department Head/Hiring Authority Signature

Signature:

     
Date:
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	Worksheet for H1 B Actual Wage

	1. Please use this form to list information for alien employee and for individuals in your department who perform similar work. (See criteria below*.)

2. Complete required information using the TAB key to advance from one grey-shaded field to the next (Shift-TAB to go back).  Applications with incomplete or missing information will be returned for completion. You may provide supplemental information by attachment.

3. Submit completed form to Vince Pampalone, Human Resources Department via:   e-mail:  vpampalone@cmu.edu, or via fax: 412.268.7472 if you are unable to email.  If you have questions regarding this form, please call 412.268.4543. 


	Name of Faculty/Staff
	Current Salary
	Begin Date at CMU
	Highest Degree Earned
	Earned at      

 (Name of College or University)
	Field of Study
	Year Highest Degree Earned
	List Factors that Differentiate Current Salary Level 
(for example, number of years of experience)

	Alien information                   

	   
	
	
	
	
	
	
	

	List other faculty/staff performing substanstially comparable work.  (See criteria below*.)

	ex
	John Doe
	$30,000
	7/1/2005
	Master’s
	Carnegie Mellon
	Electrical Engineering
	1987
	has 19 yrs experience;  7 yrs. more experience than alien

	1.
	
	
	
	 FORMDROPDOWN 

	
	
	
	

	2.
	
	
	
	 FORMDROPDOWN 

	
	
	
	

	3.
	
	
	
	 FORMDROPDOWN 

	
	
	
	

	4.
	
	
	
	 FORMDROPDOWN 

	
	
	
	

	6.
	
	
	
	 FORMDROPDOWN 

	
	
	
	

	7.
	
	
	
	 FORMDROPDOWN 

	
	
	
	


	* Consider the following criteria to help you determine which individuals in your department perform similar work to alien employee.    Do any other Faculty/Staff have the same/similar:


	1. Job requirements (minimum qualifications) 
2. Job duties and supervisory responsibilities


3. Job class code (JCC)
4. Whether, and by whom, the position has/had been previously filled
	5. Salary/wage
6. Amount/percentage of time spent performing each duty (essential functions for each position)

7. The department’s prior employment practices regarding the position
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