[Date]

Position Number: [wage pool position number –95]

Final Prior Year ASR:

Index Code:
R/A Approval: only if grant funded
SUPPLEMENTAL SUMMER WAGE AGREEMENT

For 9-Month Employees Only – Part B
[Name]

[Street Address]

[City, State, Zip]

Dear [Name]:

I am pleased to offer you a PSU Supplemental Summer Wage Agreement.  This offer is in addition to your 1.0 FTE Summer 2010 appointment/s and is made solely for the purpose of providing the following professional services from [date] to [date]:

[Description of Services including course information/details of tasks assigned/project expectations, etc]

Your wages for this assignment will be [wages] per month.  Supplemental wage payments are included with regular pay following HR receipt of fully authorized letters of offer.  These payments will be distributed monthly, on the last working day of July, August, and/or September depending on the beginning and ending dates of service.  Please review the Summer Pay Schedule at http://www.pdx.edu/hr/summer_term_resources.
This agreement is subject to the provisions of the Oregon Administrative Rules of the State Board of Higher Education, PSU Professional Standards of Conduct, as well as any applicable PSU rules and policies, which are incorporated by reference herein.  [If the grant or contract which is funding this agreement is terminated or reduced prior to the expiration date above, that portion of this agreement will be terminated as of the adjusted grant or contract date.]  Although we enter into this agreement for this intended contract period, it may be concluded at any time by either party.
If the terms of this agreement are satisfactory, please sign and return this letter.  The necessary process for payment cannot be initiated until the signed offer is received by our office.

Sincerely,

[image: image1.png]Portland State

UNIVERSITY





Offering Dean / Director’s Approval


[Department Chair Name]

[Rank / Title]

[Offering Department]
Home Department Approval (if different)



Home Dean/Director Approval (if different)



Provost/Home VP Approval

I accept the wage agreement as described above and agree to inform my departments of any other work I am considering or have accepted with Portland State University between June 16th and September 15th.

Signature
Date
Employee ID Number

 FORMCHECKBOX 
Copy to Offering Dept, Home Dept and Employee


 FORMCHECKBOX 
 Original to HR

Summer Term Pay Schedule

	Contract Start and End Dates Fall Between
	Pay Day is the Last Working Day of Each Month

	1
	June 16 - 30
	100% in June

	2
	June 16 - July 31
	100% in July

	3
	June 16 - August 31
	50% in July & August

	4
	June 16 - September 15
	1/3 in July, August, & September

	5
	July 1 - July 31
	100% in July

	6
	July 1- August 31
	50% in July & August

	7
	July 1- September 15
	1/3 in July, August, & September

	8
	August 1 - 31
	100% in August

	9
	August 1 - September 15
	50% in August & September

	10
	September 1- 15
	100% in September
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Research Accounting and Human Resources request that a single letter be submitted for an employee over summer term even if that appointment crosses multiple months with grant funding.  

Attach a labor distribution form to convey multiple grant-funding sources. This is a change from prior years, in which grant letters were sometimes split for grant/PAR reporting needs. Any grant-related overloads will require additional justification and possibly agency approval.


Only 9-month employees should be paid using Summer Term Wage Appointment Letters & Schedule.

Summer term earnings are limited to 33% of a 9-month employee's final prior year annual salary rate. Over 33% earnings must be submitted on a Supplemental Summer Letter and require prior approval from the Provost's Office before being presented to the employee for acceptance. A pay advance for Summer Term work that begins in June can be made available June 30th if the employee submits a Pay Advance Request Form to Human Resources. 

12-month employees must be paid using regular 12-month letters, wage agreements, or supplemental/overload letters.  Replacement funds or buy-out must be submitted by Labor Distribution Form.














Hourly appointments are paid from the 16th to the 15th and will be distributed monthly, on the last working day of July, August, and/or September depending on the dates of service by timesheet submission via Banweb.  

Questions? 

Christina Kraus, 5-9838, krausc@pdx.edu
Adriane Lushenko, 5-4969, lushenko@pdx.edu

Amy Wood, 5-4941, ajwood@pdx.edu



�





Office of Human Resources


Employment





Post Office Box 751	503-725-4926 tel


Portland, Oregon 97207-0751	503-725-5896 fax


	 


1600 SW 4th Avenue, Suite 518	askhrc@pdx.edu


Portland, Oregon 97201	www.pdx.edu/hr
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