<<Date>>

<<Name of candidate’s supervisor>>
<<Title of candidate’s supervisor>>
<<Name of Department/ORU>>

RE:  Converting <<Full name of candidate>> from Above-Scale to Step


Dear Dr. <<Last name of candidate’s supervisor>>:

The UC Office of the President (UCOP) has released an updated Specialist Fiscal Year (FY) Salary Scale, effective 7/1/17, which adds steps to and increases the salary rate threshold for the Specialist series.

[bookmark: _GoBack]Records indicate that Dr. <<Last name of candidate>> is currently appointed as a Specialist Above-Scale with an annual salary rate of $___________, which is below the salary rate threshold for the updated salary scale.  To ensure compliance with the updated salary scale, it is necessary to convert this employee’s appointment to Specialist, Step 7.  The employee’s current salary rate, which is higher than the salary rate allotted to this step, will be maintained as an off-scale salary rate until such time that the employee successfully undergoes merit advancement to a higher step.

Sincerely,


<<Name of Department Chair/ORU Director>>
<<Title of Department Chair/ORU Director>>
<<Name of Department/ORU>>

Cc:	<<Name of Employee>>
	<<Name>>, SO_ <<Vice/Associate>> Dean for Academic Affairs

_ _ _ _ _ _ _ _ _ _ _ 

To be completed by employee’s supervisor:

	I concur,

	
	

	Signature
	Date
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