	Academic Affairs - Unclassified

Form B: Special Salary Increase Request Form
	Portland State University


	□ AAUP Represented

   □ Academic Rank:  

   □ Academic Professional, Job Family:  
	□ Excluded
	□ Unrepresented


	Employee Information

	Employee Name


	ID No.

	Department
	Position No.



	Current Title
	Proposed Title (if applicable)


	Reason for Proposed Salary Increase

	Please provide supporting documentation for each reason checked below (see OAA Form A: Checklist for Special Salary Increases); requests that do not include the required documentation cannot be considered.  

	□ Increased Responsibilities/Expanded Duties 

   (new responsibilities/duties are what percentage of total position? _______________%)

□ Equity 

□ Exceptional Performance/Retention 


Please provide a history of any salary increases this position has received in the past two years (should include all cost of living and special increases).
Date:                   From $:                         To $: __________  Increase Amount $:  ___________  %Increase: _________                         

Date:                   From $:                         To $: __________  Increase Amount $:  ___________  %Increase: _________                  
Date:                   From $:                         To $: __________  Increase Amount $:  ___________  %Increase: _________                  
IF STIPEND AND/OR OVERLOAD:

AMOUNT $: ______________  Date: From _________To_________
    AMOUNT $: _________  Date: From_________ To________                               
AMOUNT $: ______________  Date: From_________ To_________     AMOUNT $: _________  Date: From_________ To________

	Annual Salary Rate:

	 □  9-month

 □ 12-month


	Current Rate:  $

Proposed Rate: $

	Proposed Increase %:
Proposed Effective Date:

	Proposed Funding Source:

The department must fund the full permanent cost of the salary increase.  Such special salary increases are normally considered only once every three years. Exceptions can be made for extraordinary circumstances.  Should the department not be able to cover the permanent increase cost, a request may be made to the Vice Provost who will consult with the VP for Finance and Administration (for positions paid on fund 001100 only).  All other funds are the responsibility of the department.

Be specific—residuals, S&S, etc.—and include Index Code; if sponsored project, additional approvals are required.*

	*PI Approval: 


	*Research Accounting Approval:


	Approvals 

	Department Head Signature:

	Date

	Dean/Director Signature:
	Date

	Budget Verification Signature:

	Date

	Vice Provost for Academic Personnel and Leadership Development:


	Date








