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Form is to be completed when department needs to either request or identify funds to annualize personnel salary actions for the following fiscal year to ensure budget is whole for planning purposes.  

	Salary Adjustment Type
	Position 
Number
	Current Budgeted Salary Amount
	Requested Salary Amount
	Funding Need

	Work Hours or Months Change (increase position work hours status from part-time to full-time ex. 20 hours to 32 hours OR change in months per year ex. 9 months to 12 months)

	
	$
	$
	$

	Mid-Year Job Re-Evaluation (increase not funded beyond remaining fiscal year)

	
	$
	$
	$

	Hiring/Recruiting Salary Variance  (Budgeted salary not up to minimum of pay range OR need increase in salary for competitive hiring)

	
	$
	$
	$

	Discretionary Base-Building Salary Increase (President Approval Required)

	
	$
	$
	$

	Mid-Year Approved New Position (Confirmation funding allocated to department’s budget)

	
	$
	$
	$



	Department
	Organization Code
	Restricted Acct. #
	Acct. Class
	Funding Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Originator Signature										Date


Vice President Signature									Date


Human Resources Signature									Date


Finance Signature 										Date Processed

A signed copy will be submitted to Finance
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