From: Williams, Tracey 
Sent: Friday, September 23, 2011 10:33 AM
To: Deans, Directors and Principal Investigators
Cc: Beditz, Steve
Subject: Research Foundation Sponsored Program Salary Plan - FY 2011-12

[bookmark: OLE_LINK4]To:       Deans, Directors and Principal Investigators
C:         Sponsored Program Administrators and Management Staff               

             
[bookmark: OLE_LINK2][bookmark: OLE_LINK3]The Research Foundation has approved a one-year salary plan for fiscal year 2011-12. The following guidelines are provided to assist you with implementation of this plan. 

Across-the-Board Increases
A general, across-the-board (ATB) increase is not authorized for sponsored program employees. 

	Fiscal Year
	Authorized ATB Increase

	2011-12
	 0%



Discretionary Increases
1. Individual discretionary base salary adjustments are authorized based on performance and/or equity considerations, subject to the availability of funds.
1. Individual one-time discretionary awards, not added to the employee’s base salary, are authorized, subject to the availability of funds. 
1. A discretionary award that is a combination of a lump sum payment and base salary increase must be processed with the same effective date.

Salary Factors:
While determining discretionary salary adjustments, you should consider the following factors:
1. Changes in market conditions: Particular attention should be paid to the effect of inflation on salaries and to competitive salaries in the research area and external market.
1. Changes in Individual productivity: The Research Foundation is committed to pay for performance, thus salary increases should reward employees for increased productivity and meritorious performance.
1. Resources available: Sponsored funding may be limited due to salary caps and other restrictions. If you are unable to implement the RF salary plan, please contact Sponsored Funds Personnel so that we may properly document the circumstances in each of your project employees’ personnel files.

Performance Evaluations
[bookmark: _GoBack]Since performance is usually a primary factor in determining an employee's discretionary salary increase, it is strongly recommended that a performance evaluation be given in conjunction with the award. Increases should not be given if an employee has less than acceptable performance. Written justification is required for all increases greater than 10 percent of the employee's base salary. Performance plan forms can be downloaded at: http://hr.albany.edu/content/sfforms.asp#perform.

Effective Date for Increases
Salary increases covered under this plan may be made effective either July 1, the employee's anniversary date or the project anniversary date. The method you choose should be consistent for all employees on the project and should not change from year-to-year.

Salary Rates Above or Below the Salary Range
Salary increases that result in salary rates above the salary range maximum will be authorized on an exception basis and will require the prior approval of the RF Operations Manager. Written justification must be kept on file. Salary rates that are below the appropriate salary range will not be authorized.

[bookmark: OLE_LINK1]Salary Rates for SUNY-Paid Faculty with RF "Summer Only" Appointments 
Salary rates for SUNY-paid faculty with RF "Summer only" appointments may be paid a rate equal to their SUNY salary rate. 
 
Salary Increase Administration
To request a salary increase, principal investigators should submit an Employee Change Form, which can be downloaded at: http://hr.albany.edu/SPONSOR/forms/Change_Form.doc. 

Unless you are contacted for additional supporting documentation, salary requests will be processed according to the payroll deadline calendar located at: http://hr.albany.edu/content/sfcalend.asp.

If you have any questions concerning the salary plan, please feel free to contact me. For payroll questions, please contact Dorota Rozycki at 437-4500.

Tracey
________________________________________
Tracey A. Williams, SPHR
Director, Sponsored Funds Personnel
Research Foundation of SUNY, University at Albany
Management Services Center, Room 326
Albany, New York 12222
Phone:  518.437.4500
http://hr.albany.edu/content/sponsor.asp



