Request for Conversion of Calendar-Year Appointment under the Special Incentive Plan

This form should be used to request conversion of a Calendar Year (CY) T/R faculty appointment to a 9 month Academic Year (AY) faculty appointment. Once converted to a base Academic Year appointment, the appointment cannot be converted back to a 12 month Calendar Year appointment

Faculty members may subsequently request a conversion to a 10, 11, or 12 month Research Extended Appointment based on year-round duties and a consistent history of generating summer salary from research grants and contracts. Please refer to Va Tech Policy 6300 “Policy on Research Extended Appointments” (http://www.policies.vt.edu/6200.pdf) for additional information and procedures. 
The signed request should be accompanied by a P3aF, and a letter of support and justification from the Department Head. Requests must be submitted at least one month prior to the requested conversion date.

I hereby request that my calendar year appointment faculty position be converted to a 9 month Academic Year base appointment at the special incentive rate. (August 10 – May 9) (Base CY salary x 0.90909) Any existing annual leave will be paid out upon conversion and no further annual leave will accrue. Additional pay may be earned as “wages” within the limits of university policy. 

Requested effective date: ______________ 
Please include a justification for requested dates other that August 10th.
This conversion is requested pursuant to the stipulations in the Special Incentive Plan for Conversion of Faculty to 9-Month Base Appointments (July 22, 2005.) Conversion to an Academic Year appointment is voluntary and irrevocable. 
Name of Faculty __________________________ ID Number _________________________________

Department ___________________________________________________________________

Salary Conversion

CY to AY:                    
    Current Base Salary $____________ x 0.90909 = New AY Base $____________

Attach Form P3aF
Attach Letter of Justification
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