CAHNRS Out of Cycle Staff and Temp Faculty Salary Increase Request Form
UPPM 60.12 – AP Policy	UPPM 60.02 – CS Policy
	[bookmark: _Hlk92454226]



Employee Name: Click or tap here to enter text. 

Reason/criterion? Choose one option from the following: do not use this form for a Retention Request
☐Extraordinary Merit		☐Equity	 ☐Significant Change in Duties *	☐Other**
* Include the CAHNRS reclassification form if the change in duties involves a reclassification.
**Briefly address within the justification why the request does not align with the other reasons. 

POSITION AND SALARY DETAILS:

	Position Number and Title:
	

	Supervisor:
	

	Appointment Type: (temp/perm)
	Choose an item.
	Employee Type: FAC, AP, or CS
	Choose an item.
	FTE:
	

	Current Salary:
	

	Requested Salary:
	

	Salary Scale: (Zone, Grade, Quartile)
	

	Requested Effective Date:
	Click or tap to enter a date.
	Last Non-MSI Salary Increase (Date & Reason):
	



FUNDING DETAILS:

Please use the funding table below to provide the complete cost allocation that will support this employee’s appointment associated with this request. Ensure that the total funding allocation equals 100%.
	Percentage - %
	Worktag
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



JUSTIFICATION DETAILS:Justification for this out of cycle salary request.


	


PROCESS DETAILS:
· Complete the above form in its entirety
· Email form and any additional supporting documentation to cahnrs.fa.personnel@wsu.edu
· CAHNRS Leadership will review the request for funding and the submitted information.
· HRS will have the final review of staff requests.
· Provost’s office will have the final review of temp faculty requests.
