Salary Lane Change Notice

(Date of Submission)

Dear Dr. Kaishian, 


I am writing to inform you that I intend on moving to (Degree +credits) lane for (Month and School year). I currently have completed (Number) credits towards this lane change and all course work to date has been entered in Frontline.

 I intend to complete the remaining (Number) credits by (Month and Year) and will have the courses pre-approved by my building administrator, once I have chosen the courses.  I am requesting the salary lane change from (Current Lane) to (Anticipated Lane) to begin on (Month and Year).

I anticipate completing the pre-approved courses by August 31, (Year) by: 

____ Completing credits from the Briarcliff Manor Catalog
____ Completing Graduate course work at an accredited college/university

I plan on completing my remaining credits at: (Name of course, credits, dates, and location).

Example: 
The Language of Math (3 credits), 1/26/22-5/30/22, Medaille College 
Book Study (1 credit), Summer 2022, Briarcliff Manor Catalog

				OR 

I anticipate completing the pre-approved courses by January 31, (Year) by:
____ Completing credits from the Briarcliff Manor Catalog
____ Completing Graduate course work at an accredited college/university

I will send a plan for completing my remaining credits by September (Year) to the Office of the Superintendent.  


Best, 
(Your name) 
