[image: image1.jpg]TEXAS A&M

UNIVERSITY

T





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 

THROUGH:
Michelle Steedly



Manager Classification and Compensation  

FROM:
Director 



Complete Title 

DATE:
Date

SUBJECT: 
Equity Increase, Counter Offer for John Doe, Business Coordinator (PIN #)

After speaking with [supervising VP] on [date] and receiving his/her approval, I am submitting this request for a permanent salary equity adjustment increase for John Doe, Business Coordinator of Student Resources. The current salary for Mr. Doe is $[amount] annually. I would like to increase the annual rate to $[amount], which would represent an approximate monthly increase of [percent]%. Pending approval, the increase will begin effective [date].

The Department of Student Resources requests a salary increase for John Doe as a counter offer to an offer for employment by the College Station Medical Center. Mr. Doe was offered the position of Business Analyst at the College Station Medical Center on [date] with a starting salary or $[amount]. Mr. Doe’s current salary in the Department of Student Resources is $[amount]. I am proposing an increase of 10%, reflecting an annual salary of $[amount]This increase is to be effective [date]. 

Mr. Doe is a valuable asset to the Division of Student Affairs. His knowledge of the business processes for several departments in the Division is crucial to the continued success of our support to the staff and students at Texas A&M University. Losing an employee like John would result in a negative impact to our current processes and procedures. 

Your review and approval of this request is appreciated. If you have questions or 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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