7-1-09 msb
	Mount St. Mary’s University
Payroll Action Notice Form

For:  Adjunct Teaching, Full-Time Faculty Overloads, and Graduate Assistants

	Department Name:     
	Date:      

	Please fill in employee’s full name and mailing address below.
Note:  If this is a new employee, a Resumé must be attached.  Official Transcripts for new employees must be mailed to the Office of the Vice President for Academic Affairs.


	Salutation:

(Dr., Prof., Mr., Mrs., Rev., etc):              
	Address:

	Name:
	

	
	


	Start Date:
	Course #:

	Stop Date:
	Course Title:

	Title of Position:
	Number of Credits:        


	Part Time Adjunct             


	
	Full Time Faculty Overload

	


 Status of Faculty Member. 

Please check one 
Type of Course:  Please check one.
	Undergrad. Traditional Course

	Undergrad. Non-Traditional Course


	WEC Course

	MPAS Course

	Graduate Course




	Main Campus           
	Frederick               
	Carroll Community College           
	Hagerstown              


Location of Class:  Please check one.
	Special Instructions:  


Required Signatures:

	Department Chair:   
	Date:     
	Please check a stipend amount in the last section of this form.

	Dean:     
	Date:      
	Stipend:       

	Vice President for 

Academic Affairs:     
	Date:      
	

	Human Resources/Payroll:
	Date:      
	Acct. Code:




	Adjuncts teaching traditional undergraduate courses taught on the main campus are paid $2600.00.  All others are paid according to the scale below.  Once someone is paid $2600.00, then he/she is always paid this, even in the non-traditional courses.


Please check one:
	
	   $1700=0-2 years of service, Masters
	
	    $2400=7-9 years of service

	
	   $1900=0-2 years of service, Ph.D. or J.D.
	
	    $2600=10+ years of service

	
	   $2200=3-6 years of service
	
	    Other
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