Checklist – Faculty Salary Increase Spreadsheets
Before returning the increase spreadsheet to Faculty Relations please ensure you have gone through the following checklist:

· Did you check that all eligible faculty members in your unit appear on your spreadsheet?  If not contact Faculty Relations.

· Have all the Merit & PSA awards been entered on the increase spreadsheet?

· Have you pro-rated the merit & PSA increases as necessary across accounts?  

· Has merit been entered in dollar amounts?

· Have you authorized the increases for all your faculty members? Is there an authorization in every account line?  Each account line must have an authorization unless otherwise noted in the Comment Column (see below).
· If you have not authorized an increase for a faculty member have you entered a comment in the Comment Column indicating the reason?  Please complete a manual increase form to process manually.
· You may want to check that the starting salaries and account information are correct.  If they are not correct contact Faculty Relations.

· Have you checked that those in Shadow Salary Arrangements due to Reduced Appointment are receiving the correct increase amount? 
· Have you verified that the spreadsheet includes any corrections to career progress information you may have communicated to FR earlier?  If updates are not incorporated, please include information in comments.

· Have you ensured you have neither inserted nor deleted columns or rows?
· Have you ensured you have not changed any data outside of the yellow cells?
· Are the names of the spreadsheets and/or worksheets the same as when they were sent to you?
· Have you saved the spreadsheet in “.xls” format?  Do not save in “.xlsx” format.
· Have you completed a Merit & PSA Summary spreadsheet?  Departments need to forward this to their Dean’s Office. The Dean’s Office must return a faculty wide merit & PSA summary along with the completed increase spreadsheets.
Joint Appointments

· Do all of your Joint Appointments appear in an 04 section of the spreadsheet?  They should appear either in a Home or Non-Home section.
· Have you checked with the Joint Department in regards to a) merit & PSA awards and b) the distribution of the increases across the accounts?  The Home Unit must enter any merit & PSA and authorize the increases on all rows.
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