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Division of Student Affairs
Office of the Vice President for Student Affairs

MEMORANDUM

To: 

Name





Vice President for Student Affair

Through:
Name



Complete Title 
From:

Director


Complete Title 
Date:

Date
Subject:
Request to hire Title of position PIN/ HR Tracking # 02-____

After speaking to [supervising VP] on [date] and receiving his/her approval, I am submitting this request to hire [name of final applicant] at an annual/hourly rate of $[amount], for the [title of position]. Mr./Ms. [name of final applicant] currently makes $[amount] annually.  We are seeking an additional __% above the $[amount] of base salary, due to his/her education and above average experience working within the Texas A&M or other [relevant position] of operations.  

The major functions of the position: responsible for overseeing departmental (take information from PD and insert here)

Mr./Ms. [name of final applicant] has over ___ years of [type of experience] working at Company/University, type of educational function/business/department or operations.   Additionally, he/she worked for Texas A&M University for approximately # of years in various capacities including the Department or Office.  He/she holds a degree in [name of degree] from [name of University]. (Take information from resume include number of years of experience related to position hiring for and education)

The base pay range for the [title of position] is $[amount] to $[amount].  Offering the position at $[amount] would represent a _% increase above the highest level of the range.  With benefits it would be approximately $[amount] annually. Funding is available in the FY__ [account #] budget to support this request.  

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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