
Texas A&M International University 
Merit Worksheets Instruction 

 
Note: Requests are not final until the complete budget is approved by the President. 

 
Step 1: Merit Worksheets 

 
This is your current Operating Budget.  Access to make changes to the electronic merit worksheet is limited to the “Merit 
Percent” column.  Please examine the information carefully and provide any requested changes or corrections (excluding 
merit) via e-mail to the Office of Budget, Payroll & Fiscal Analysis at fredjuarez@tamiu.edu or 
christy.martinez@tamiu.edu.  
 
Merit: A 2.0% merit pool has been established contingent on fall enrollment figures.  If merit is awarded, it will be 
effective November 1, 2014.  The proposed merit increase should be entered in the merit percent column.   Only enter 
the percentage and the worksheet will automatically calculate the dollar amount.  The total merit which can be 
allocated to your department will be provided in the e-mail accompanying your worksheets.  Please remember that your 
merit increase decisions should reflect the results of your completed matrices or evaluations.  Barring this, some other 
form of written justification should be available to support your decision, and you should always be able to justify your 
decisions to any employee questioning his or her merit increase, the provost, or any outside auditing agency reviewing 
compensation practices.  Additionally, the Chancellor has requested a report detailing the distribution of merit increases to 
ensure merit is not being used as a cost of living adjustment. 
  
Please note employees whose merit field is shaded in black either do not qualify for merit or have their merit determined 
by their supervisor (Dean, Vice-President or President). 
 
Salaries and Benefits:  Requests for new positions, reclassifications, or market (equity) adjustments should be included 
on the Budget Request and Budget Request Narrative forms which have been e-mailed to all budget unit heads.   
 
Maintenance & Operations (M&O), Equipment and Travel:  Requests for additional funds should be included on the 
Budget Request and Budget Request Narrative forms which have been e-mailed to all budget unit heads. 

 
Note:   Attached is a listing of your department(s).  Please fill in the imperatives and goals that are most appropriate to 
your area.  The imperatives and goals from the 2011 - 2015 Strategic Plan are attached for your reference. 
  

NOTE: Requests will not be considered if the Strategic listing is not submitted. 
                                     
Schedule for Submitting Budget Forms: 
Budget Instructions, Budget Request, Budget Request Narrative & Merit Forms Distributed…May13-14 
Budget Request and Budget Request Narrative forms due back to VP’s…………………….….May 28 
Completed Merit Budget Worksheets Due to VP’s     ………………..…………………………June 11  
Approved Merit Budget Worksheets from VP’s Due to Budget Office   .………………………June 18 
President, CFO, and VP’s review BAC recommendations    ……………………………………June 27 
 

Step 2: 
Completed Budget Request and Budget Request Narrative Forms should be submitted electronically to your 
appropriate supervisor (Dean, Vice-President, etc.) who will, in turn, compile the requests and submit a 
consolidated Budget Request form and the original Narrative forms electronically on your behalf.  Note that 
Budget Request forms will only be accepted from the President or VPs. 
 

Step 3: 
Completed merit worksheets should be submitted electronically to your appropriate supervisor (Dean, Vice-
President, etc.) who will, in turn, submit the final worksheet electronically on your behalf.  Note that merit 
worksheets will only be accepted from the President or VPs.    
 
Please direct any questions pertaining to budget preparation to Fred Juarez, ext. 2448 or Christy Martinez, ext. 2371. 
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