CONTRACTUAL CONVERSION CHECK-OFF FORM
Position: ______________________________________________ PIN #:_______________
Unit: ______________________________________________________________________
HRS Recruiter: _____________________
Phone Number: ______________________
Step 1 – Please provide the following information to the HR Recruiter to being the contractual conversion of the employee:
_____
Vacancy Fill Request Form 


(First and second page)
_____
Copies of all Personal Services Contracts 

(Contracts must show at least 6 months continuous service with no breaks, include 
seasonal contracts if applicable)
_____
Summary of Service Form 

(Salary is determined in accordance with the Contractual Conversion Guidelines by 
HRS)
_____
DNR 1 Form

_____
State Employment Application (MS-100) 

(Current MS-100) 
_____
Competitive Hire Documentation 

(Examples: interview information, copy of interview schedule, copy of 

Applicant Flow Data/Interview form)

_____
Verification of Minimum Qualifications (Include original transcripts if degree is required)
_____
Reference Checking Form  Note: References must cover the amount of experience required to qualify for the position.  (If experience is substituted for education, references must also cover the years of experience substituted) 
_____
Authorization of Release of Information

_____
 MD New Hire Registry

_____
Interview Form stating “Contractual Conversion”

_____    Position Offer Letter signed by candidate

_____    MS-22 Hard copy with all signatures (Current)
Step 2 - For required processing purposes, submit all documentation noted above to HRS two weeks prior to the determined effective date of the conversion.  
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