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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:
Michelle Steedly



Manager, Classification and Compensation

THROUGH:
Supervising VP



Complete Title 

FROM:
Director 



Complete Title

DATE:
Date

SUBJECT: 
Interim Salary Increase for Jane Doe (PIN #)

After speaking with [supervising VP] on [date] and with his/her approval, I am submitting this request for a temporary salary increase for Jane Doe, Business Coordinator II (PIN #). I would like to increase her monthly salary by $[amount] a month. The increase will be effective as soon as administratively possible and should be applied monthly through [end date].

On [date], one of our current Business Coordinators resigned, causing the remaining two Business Coordinators to absorb the duties and responsibilities of the position. This has resulted in a sufficient increase in workload.  

In addition to Ms. Doe’s current duties, she will be directly responsible for supervising and training student staff, approving vouchers, and reviewing and auditing reconciliations of unit accounts. Jane has also taken on additional committee and administrative tasks to help cover the current vacancy. 

Ms. Doe’s new responsibilities, in addition to her currently assigned duties, have greatly increased her workload, which should be recognized financially. The current salary for Jane is $[amount] a month; I would like to increase the monthly salary to $[amount], which would represent a $[amount] a month and [percentage amount]% increase. The funding will come from salary savings as a result of the vacant position. Funding is available in [account #], FY14 budget, to support this temporary increase. 

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-000 or email@tamu.edu.
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