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Instructions:  
1. When a departmental or division manager/ supervisor is requesting that a position receive bilingual pay, the requesting manager must complete this form and submit it to their departmental HR Unit. The HR Unit Manager or their designee will review and must approve the request prior to authorizing and processing the bilingual pay.   It is not mandatory to submit a bilingual KSA request in order to receive the bilingual pay premium. 

2. If the departmental or divisional manager/ supervisor and the departmental HR Unit want to submit a Knowledge Skills and Abilities (KSA) request for the language requirement for purposes of bumping and layoff, they must submit this supplemental form, along with the KSA request form to Labor Relations. Guidelines for completing both forms can be found on Multco Commons at Central Human Resources(Labor Relations(KSAs. 
Language:      
1. Considering the work your department is already doing to meet the needs of the public who speak the target language, what factors indicate that this position should require bilingual skills?      
2. Considering the population your department serves, what factors indicate the need to provide service in the target language?      
3. What percent of the employee’s time is the target language used (or would it be used) for duties assigned?      
If less than 50% could this need be met differently?      
If this is not possible and a bilingual staff person is critical to this position, please explain why.      






