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SALARY INCREASE & PROMOTION REQUEST FORM

Employee Name:
     
Position Title: 

     
Level of Education:
     
Years of Experience:
     
Project Name:

     
Grant ID:

     
AREF Supervisor:
     
Reason for Increase: 
 FORMCHECKBOX 
 Step Increase      FORMCHECKBOX 
 Promotion      FORMCHECKBOX 
 Other (Please Explain:      )
Proposed Annual Salary*:

     
Proposed Position Title (if applicable):
     
Effective Date:



     
Current Annual Salary:

     
* Salary should be aligned with a Grade and Step in a dollar amount only.

INSTRUCTIONS: Requests for salary increases and promotions must include a justification. 
· Salary increases and bonuses require a brief summary (two or three sentences) of specific accomplishments.

· Promotions require a summary (four or five sentences) of specific, key accomplishments, a list of additional duties and a new position description. Please complete the position description template on the following page.
Justification:

     
For Promotion Only (and/or if otherwise applicable):
Additional Duties:
     
Requested By:

     
Date of Request:
     
To Be Completed by AREF Human Resources/Accounting:

Salary History:

Amount      

Effective Date       

Reason for Increase       



Amount      

Effective Date       

Reason for Increase       



Amount      

Effective Date       

Reason for Increase       
AREF Approval
 FORMCHECKBOX 
 Approved

 FORMCHECKBOX 
 Declined

If declined, state reason: 
________________________________________________________


Approved By:
_______________________________

Date of Approval:
   ___________________
Processed By:
_______________________________

Date of Administration:  ___________________
Verified By:
_______________________________

Date of Verification:
   ___________________

Effective Date:
_______________________________



Non-Exempt Hourly Rate       

Exempt Biweekly Rate       


POSITION DESCRIPTION FOR PROMOTION REQUEST 

General Information

Position Title: 

     
Project Name:

     
Grant ID:

     
Annual Salary:

     
AREF Supervisor:
     
Position Summary:
     
Supervisory Responsibility:
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If Yes, please explain:
     
Essential Functions
Function 1:

     



        % of Time

Function 2:

     



        % of Time

Function 3:

     



        % of Time

Other Functions:
     
Minimum Job Requirements
Education: 

     
Experience:

     
Specific Skills: 
     
[image: image1.wmf]
“A Foundation Established to Advance VA Research and Education”

Revised: 10/2017

“A Foundation Established to Advance VA Research and Education”

Revised: 10/2017

_1490112150.doc
[image: image1.wmf]


