PSU ADMINISTRATIVE STIPENDS

In each case, before a stipend letter is presented to the employee for signature it must be signed by all appropriate signatories (including dept, dean, & vice provost or equivalents).  In addition, stipends must be pre-approved for each renewal period.  

Appropriate Administrative Stipend Duties

Administrative stipends are allowable in recognition of special contributions/services to the university/department when all of the following criteria are met:

· Significant and/or higher level duties are assigned

· AND duties are outside the normal scope work of the employee’s primary position 

· AND are for a limited time period 

· AND are performed within the regular expected working hours. (For temporary duties which require extra working hours you must use the Supplemental Wage Agreement.)

· Ex: an employee assumes some additional duties of a higher level while a search is conducted to refill a higher level position in the department.

Duration of stipends

The duration of stipends, in meeting temporary compensation needs, typically range from three months to one year, and need not follow the fiscal or academic year calendar.

Special Restrictions

Administrative stipends may not be used for merit or performance based compensation and will not be approved by the Vice President or Provost.  Please refer to the “Special Salary Increase” guidelines to address merit or performance based increases.

If you have questions regarding administrative stipends, please contact Christina Kraus, Academic Employment Coordinator, at 503-725-9838 or krausc@pdx.edu or Maria Eldred, Academic Employment Manager, at 503-725-8360 or eldredm@pdx.edu.

[Date]
Position Number: [Appointee’s Position Number] - 90
Index Code:


ADMINISTRATIVE STIPEND
[Name]

[Street Address]

[City, State, Zip]

Dear [Name]:
I am pleased to offer you a PSU administrative stipend.  This offer is in addition to your 1.0 FTE appointment as [title/rank] in [Department] and is made solely for the purpose of recognizing the following special contributions to [Department/Program]:

[Insert Description – Administrative Stipends are only appropriate for short-term additional higher-level duties during an employee’s regular workday/work schedule.]

This appointment is effective [start date] through [end date]; your actual total stipend for this period will be [total $ stipend amount OR monthly $ amount] [if applicable also add per month].  Stipend payments are included with regular pay on the last working day of each month.

This agreement is subject to the terms of all applicable Oregon University System and PSU administrative rules and policies, which are incorporated herein by reference.  
If the terms of this agreement are satisfactory, please sign and return this letter.  The necessary process for payment cannot be initiated until our office receives the signed offer.

Sincerely,


[Name]
Dean’s / Director’s Approval
[Rank / Title]

[Department]



Provost’s / VP’s Approval
I accept the administrative stipend as described above.


Signature
Date
Employee ID Number

