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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: 
Jane Doe Reclassification (PIN #) to Student Development Specialist III

In accordance with the Division of Student Affairs Student Development Specialist Career Ladder, and after speaking to [supervising VP] on [date] and receiving his/her approval, I would like to submit this request to promote Jane Doe from a Student Development Specialist II to a Student Development Specialist III, effective [date]. 

Ms. Doe is qualified for this promotion based on meeting the minimum promotional requirements of the career ladder, her meritorious service over the past several years, the increase in supervisory duties, and overall job responsibilities. 

I am proposing a 7.5% salary increase, bringing her salary from $[amount] to $[amount], effective [date]. Funds are available from [account #] for this increase. 

The Career Ladder worksheet, Organizational Chart, and Position Description are attached for your review. 

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.

CC: 
Michelle Steedly

       
Manager, Classification and Compensation 

Suite 117 Koldus Student Services Building

1256 TAMU

College Station, TX 77843-1256

Tel. 979.845.4728    Fax 979.845.3320

http://studentaffairs.tamu.edu


