

[image: top_banner]                                      Special Pay Increase Request
Division of Human Resources 
Phone (813)974-2970 / Fax (813)974-5227 / SVC 2172

	Employee Information:
	
	
	
	
	
	

	     
	
	[bookmark: Text2]     
	
	[bookmark: Text3]     
	
	[bookmark: Text4]     

	Name
	
	GEMS Employee ID #
	
	Job Rcd #
	
	Position #

	     
	
	[bookmark: Text7]     
	
	     

	Position Title
	
	GEMS Department #
	
	Department / College / Division



Reason for Request:
[bookmark: DropdownReasons]Select One:  		Click for detailed descriptions on SPI requests

	Required Supporting Comments: 
	     



Requested Pay Increase:  
Enter the annual amounts and hit the Tab key.  Biweekly & hourly rates will calculate.
	Requested Increase Date:      ___              May not be earlier than the date the approved request is submitted!

	Current Annual Salary: 
	     
	Current Biweekly Salary:
	$0.00
	Current Hourly Pay:
	$0.00

	New Annual Salary:              
	     
	New Biweekly Salary:
	$0.00
	New Hourly Pay:
	$0.00

	Amount of Increase Annually:
	$0.00
	Amount of Increase Biweekly:
	$0.00
	Amount of Hourly Increase:
	$0.00

	
	
	Percent of Increase:
	     
	
	



For Temporary SPI Only:
	Requested Increase Begin Date:      ___
May not be earlier than the date the approved request is submitted!
	End Date :       ___
Requestor may revise if done before the estimated end date occurs.

	Amount of Increase Biweekly:
	     
	Number of Biweekly Pay periods:
	    
	Total Stipend Amount:
	$0.00 



[bookmark: Check3][bookmark: Check4]Additional supporting documentation attached?   |_| Yes      |_| No  	
[bookmark: Text10]If Yes, list documentation:      

Required Approvals:

	     
	     
	
	     


Requestor Name (Print) 		Position Title			Signature			Date

	     
	     
	
	     


VP/Provost Name (Print) 		Position Title			Signature			Date

	     
	     
	
	     


HR Name (Print) 			Position Title			Signature			Date



If the requested increase exceeds 20% of the current base rate of pay, approval is required from the EVP:
	     
	     
	
	     


Executive VP Name (Print) 	Position Title			Signature			Date
	
**For USPS and A&P Employees**
Instructions
1. Complete this form on-line and print a hardcopy.
2. Collect all required documentation and approvals.
3. Complete an Appointment Status Form.  GEMS access is required.  Click ASF Form to be directed to GEMS.
4. Submit the completed SPI & ASF forms to Compensation, Human Resources, SVC 2172.

HR must receive the hardcopy by close of business on the guarantee date for the current pay cycle.  See the GEMS Biweekly Processing Schedule for more information.  Do NOT communicate this pay increase to your employee until you have confirmed in GEMS that the increase has been processed. 

For complete instructions on the proper procedure, please consult the following links:
Special Pay Increase Procedure
Pay for Performance Procedure

For questions, please contact your Compensation Representative.  To find your representative click Compensation Contacts.
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