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DIVISION OF STUDENT AFFAIRS
Office of the Vice President for Student Affairs


MEMORANDUM

TO:

Name


Vice President for Student Affairs

THROUGH:
Supervising VP



Complete Title 

FROM:
Director



Complete Title 

DATE:
Date

SUBJECT:
Requested salary adjustment of 10.2% for John Doe

As discussed with [supervising VP] on [date], I would like to request a 6-month hiring adjustment of 10.2% be awarded to John Doe. Mr. Doe joined the Department of Student Resources on [date] as a Facilities Coordinator. If approved, this action will be effective as soon as administratively possible. 

Mr. Doe has over 20 years of maintenance experience along with in depth knowledge of various maintenance activities. He has done an outstanding job since his arrival and consistently goes above and beyond his job duties and has proven to be a valuable resource to the department. He is solely responsible for the successful coordination of our recent facility renovations and is consistently contributing to various projects outside of his realm of responsibilities.  

All requirements as outlined in SAP 31.01.01.M7 have been met.  Because of the reasons given above, I would like to request your approval to award a 6-month hiring adjustment to John Doe, effective [date].  His current annual salary is $[amount] as a Facilities Coordinator, title code 9590. The proposed $[amount] annual salary is approximately a 10.2% increase. With benefits it would be approximately $[amount] and would represent an increase of $[amount] annually. Funding for this award is available in the FY14 [account #].  

Your review and approval of this request is appreciated. If you have any questions of need additional information regarding the purpose or intent of this request, please do not hesitate to contact me at (979)XXX-0000 or email@tamu.edu.
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