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University of Washington 
Academic Human Resources, Office of the Provost 240 Gerberding Hall, Box 351270, Seattle, WA 98195 
RETENTION SALARY ADJUSTMENT FORM 
To be used for approval of retention salary increases in response to competitive offers, and pre-emptive offers.

To facilitate timely responses to potential and actual external offers to faculty and librarians, proposed retention adjustments must meet the criteria outlined in Executive Order 64  and Executive Order 29.  

COMPETITIVE OFFERS, PRE-EMPTIVE OFFERS 5% - 10% TOTAL SALARY INCREASE
Units must strictly adhere to the guidelines stated in the preapproval process.
1) The rationale for the retention adjustment including an assessment of the individual’s merit and value to the institution and the circumstances warranting a retention adjustment, 
2) The proposed adjustment and effective date, and 
As a general principle, retention salary adjustments are expected to provide a minimum 5% salary increase. 

COMPETITIVE OFFERS, PRE-EMPTIVE OFFERS GREATER THAN 10% TOTAL SALARY INCREASE 
Proposed retention salary adjustments that do not meet the pre-approval criteria will continue to receive case-by-case review by the Office of the Provost.  Provost approval requires submission by Deans and Chancellors of proposed retention salary adjustments with: 
1) The rationale for the retention adjustment including an assessment of the individual’s merit and value to the institution and the circumstances warranting a retention adjustment, 
2) The proposed adjustment and effective date, and 
3) Justification statement which should include case-specific details to support the greater-than-10% increase.





FORM INSTRUCTIONS 

 (
1-3 
Enter the faculty member’s full name as it appears in university records. 
4 
Enter the Employee ID number 
5 
Enter the faculty member’s Job Title/Rank 
6-7 
Enter the faculty member’s Department/Program and College/School/Campus name 
8 
Check the ty
pe of retention: Pre-emptive or 
Competitive
.
9 
If Competitive, name of the external entity making the offer. 
10-11 
Enter the Monthly Base Salary Rate 
prior to
 and 
after
 the salary adjustment 
12
Enter the % of the increase.  If greater than 10% attach additional justification statement.
13
 
Enter the effective date of the salary adjustment 
14 
(a-g)
Provide a brief 
justification
 for the retention, including the “difficulties retaining qualified” faculty member 
statement, 
which will be reported to the fiscal committees of the legislature pursuant to ESSB 6382.
  Mark “x” on each line acknowledging each statement to be true.  
15
Enter Name, Date and Signature for retention approval. 
)To be completed by the Department Chair or Program Director: 

To be completed by the Dean or Chancellor: 

 16	  Enter Name, Date and Signature for retention approval. 
  

RETENTION SALARY ADJUSTMENT FORM 
· [bookmark: department]This request should be submitted to Academic Human Resources with appropriate concurrence signatures. 
· Notification authorizing entry of this action in the Online Payroll Update System (OPUS) will be sent by Academic Human Resources or Academic Personnel. 
[bookmark: college][bookmark: job_title]
REQUIRED DOCUMENTATION
(1) Last Name	(2) First Name	(3) Middle Initial

(4) Employee ID number (not SSN)	(5) Job Title/Rank

 (6) Department/Program (if applicable)	(7) College/School/Campus

(8) Type of Retention:	       (9) If Competitive, Name of the External Entity Making Offer:
       Pre-Emptive      Competitive Response      
(10) Monthly Base Salary prior to Adjustment       (11) Monthly Base Salary after Adjustment       (12) % increase         (13) Effective Date 

(14) Provide a brief justification for the retention and check the statements below (required pursuant to ESSB 6382).


(14a)        The decision to make a retention salary adjustment was made in compliance with the required consultative processes. (Faculty Code, Sec. 24-71. B 3) 
(14b)        The individual has not received a retention salary adjustment within the preceding three years. 
(14c)        The faculty is not an Assistant Professor entering the mandatory promotion review period. 
(14d)        The retention salary adjustment is a prospective, not retroactive, adjustment. 
(14e)        The individual was determined to be meritorious in the most recent merit evaluation.
(14f)        The salary increase can be paid within existing resources.
(14g)        The salary increase will not adversely impact the provision of client services.
Please indicate confirmation by marking “x” on each line below.

AUTHORIZED APPROVAL SIGNATURE
 (15) Date 		Department Chair/Program Director (print)		Signature				

(16) Date 		Dean/Chancellor	(print)				Signature				
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