MEMORANDUM

TO:

NAME


TITLE
FROM:
NAME


TITLE

DATE: 
Date
SUBJECT:
Salary for Fiscal Year 201X
We have completed the budget process for the upcoming year. Unfortunately we were unable to grant an increase for the 201X fiscal year, your pay rate effective September 1, 201X will 

continue to be $amount a month. 

I have recommended you for Administrative Leave for _hours, which should be used during the fiscal year 2014. The Administrative Leave will be added to the LeaveTraq system in your 

account. 

Thank you for your continued service to Texas A&M University and the Department. 

MEMORANDUM

TO:

NAME


TITLE
FROM:
NAME


TITLE

DATE: 
Date

SUBJECT: 
Administrative Leave
I am pleased to tell you that your supervisor has recommended you for Administrative Leave for _hours, which should be used during the fiscal year 201X. The Administrative Leave will be added to the LeaveTraq system in your account. 

Thank you for your continued service to Texas A&M University and the Department. 

MEMORANDUM
TO:

Employee Name 



Position Title 

FROM:
Name



Complete Title 
DATE:

Date
SUBJECT:
Thank you

In recognition of your outstanding work as position title, I am awarding you _ hours of paid administrative leave.  Please remember that administrative leave does not carry forward; therefore, you must use this leave no later than August 31, 20XX.

I hope this demonstrates to you how much the Department appreciates all you do to make the Division of Student Affairs look good to the rest of the University.

Your work reflects positively on Texas A&M University.  I appreciate all that you have done and continue to do for our University and student body.

