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NON-FACULTY SALARY ADJUSTMENT DEFINITIONS
FOR FISCAL YEAR BUDGETING AND ACCOUNTING 

The following provides common definitions to establish a clear understanding of accounting practices for the University’s Budget Officers. The purpose of these definitions is to provide clarification for managing specifically non-faculty salary budgets and adjustments that support both the University’s Financial and Human Resources practices.  The following terms and definitions should be used when determining what process to utilize for personnel and budgetary actions.

These annualization requests should be made as part of the fiscal year budget process.  Mid-year adjustments should be funded by the department for the remainder of the current fiscal year AND an annualization request form completed to ensure carry over into the new fiscal year.

CHANGE IN WORK HOURS/MONTHS JOB STATUS 
· Primarily due to a change in the work hours status of an existing position (move from part-time 20 hours to full-time 40 hours or from 9 months to 12 months).

· Annualization Request Form (which is approved by the area Vice President and/or President) should be completed to ensure proper budgeting is accomplished.

RE-EVALUATION/PROMOTION 
· Occurs when an existing position’s job description/scope has changed resulting in a salary increase and/or job title change.  Job-evaluations/promotions are submitted as part of the fiscal year budget process (September 1st – November 14th) and may be funded by the University’s annual budget.  

· Mid-year changes resulting in department reorganizations may occur.  Any change in salary should be funded by the department for the remainder of the current fiscal year AND requested as part of the base for the new fiscal year through an Annualization Request Form as part of the budget process.

DISCRETIONARY BASE-BUILDING SALARY INCREASES
· A mid-year base-building salary increase may be allocated to a key employee with justification to and approval by the President.  Annualization Request Form should be completed to ensure proper budgeting is accomplished.

NEW HIRES POST SEPTEMBER 30TH 
· New position requests must be made through the Position Requisition (PRF) process, obtain VP signature, and President approval before the request is approved to begin the recruiting and hiring process through HR.

· New position requests approved after the fiscal year has begun is considered headcount outside of the annual budget process and is recognized as a separate budget entry.  Department should audit their budget to ensure the funding was captured during the PRF process. Annualization Request Form should be completed to ensure proper budgeting is accomplished.

FISCAL YEAR NEW HIRES
· New position requests must be made through the Position Requisition (PRF) process, obtain VP signature, and Presdient approval before the request is approved to begin the recruiting and hiring process through HR.  New position requests are budgeted through the fiscal year budget process.

TRANSFER FUNDS BETWEEN ORGANIZATION CODES
· Resulting from a change in senior administration (department moves from Finance to Administration and Planning).  No cost impact.  A Budget Allocation Request Form (BAR) is required.

TRANSFER FUNDS BETWEEN RESTRICTED AND UNRESTRICTED FUNDS
· Occurs when salary dollars are moved from outside revenue services (restricted funds) to the institutional budget (unrestricted funds) or vice versa.  Typically, the cost is offset by revenues. May have an additional cost component that requires a budget entry.  Budget Officer should work with Finance to ensure proper budgeting is accomplished.  A Budget Allocation Request Form (BAR) is required.
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