 SPECIAL STUDY / GSA REPORT ORDER FORM FOR

2003–04 ADMINISTRATIVE COMPENSATION SURVEY

Please complete Parts A, B, C and D of this form. Credit card or Purchase Order information must be included for your order to be processed. Provide all requested information. All special studies will be sent to you electronically. Please complete a separate form for each request. Turnaround time is normally two days or less. 

Fax your order to 865-637-7674 or mail it to: CUPA-HR 2003–04 Salary Survey Results, Tyson Place, 2607 Kingston Pike, Suite 250, Knoxville, TN 37919.  

If you are a consultant for  an institution, please have the institution submit a letter so stating.  

Use Agreement

All special studies and GSA reports are copyrighted by the College and University Professional Association for Human Resources (CUPA-HR). No information contained in these documents may be reproduced in any form for any purpose without written consent of CUPA-HR. Results may not be changed or modified in any way. By submitting this order, you are accepting this Use Agreement. 

A. Customer Information

	Name
	

	Title
	

	Institution
	

	Telephone Number
	

	Fax Number
	

	E-mail Address
	

	Mailing Address
	

	City
	

	State
	

	Zip Code
	

	Are you authorized to see the salary data for your own institution?     ( Yes     ( No


B. Fee Amount 

Please select the fee that applies to your institution. Special Study/GSA Report prices are $300 for CUPA-HR members who participated in a survey, $450 for members who did not participate and for nonmembers who did, and $600 for nonmember, non-participants.

	( $300          ( $450           ( $600          ( Other $________    


C. Payment Options

Please select your payment option and enter the required information. Only members of CUPA-HR may pay with a Purchase Order. You will not be billed until the study is completed.

Purchase Order–CUPA-HR Members Only

	Enter PO #
	


Credit Card Payment

	Select card:
	( American Express    ( Discover    ( MasterCard    ( VISA    

	Name on card
	

	Card Number
	

	Expiration Date (mm/yy)
	


D. Special Study Request

Your special study request must include a minimum of 8 institutions other than your own to maintain confidentiality of the data. If fewer than 4 salaries are reported for a particular position, salary information for that position will not be reported. Your institution’s salary data also will be reported.

STEP 1 OF 3: SPECIFY YOUR COMPARISON GROUP

Specify your comparison group by attaching a list of institutions (check first box below only) or by selecting the characteristics of the institutions you wish to include from the list below. 

List Of Institutions Attached

· Check this box if list of institutions attached
System Structure (check as many as desired)
· Single unit institutions

· Single unit institutions with multiple sites

· Main campuses heading a system of colleges or universities

· Campuses within a system

· Administrative offices of systems

Classification (check as many as desired)
For detailed description of each class, go to http://www.carnegiefoundation.org/Classification/ and select Category Definitions. 

· Doctoral/Research

·    Doctoral/Research Extensive only

·    Doctoral/Research Intensive only

· Master’s Colleges and Universities

·    Master’s Colleges and Universities I only
·    Master’s Colleges and Universities II only
· Baccalaureate Colleges
·    Baccalaureate Colleges–Liberal Arts only
·    Baccalaureate Colleges–General only
·    Baccalaureate/Associate’s Colleges only
· Associate’s Colleges
· Associate College’s System Offices
· University System Offices
· Specialized Institutions (specify) ________________________________________
Affiliation (check as many as desired)
· Public

·    Public – unionized faculty only 

·    Public – non-unionized faculty only

· Private

·    Private Independent only
·    Private Religious only
Operating Budget (Specify a number or range)
Less than 
$_______________

More than 
$_______________

Between    
$_______________ and $_______________

FTE Enrollment (Specify a number or range)
Less than 
________________

More than 
________________

Between    
________________ and ________________

FTE Faculty (Specify a number or range)
Less than 
________________

More than 
________________

Between    
________________ and ________________

Specific States (List states alphabetically)
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Specific Geographical Statistical Area – For GSA Report Only 

List the Metropolitan Statistical Areas (MSA), Primary Metropolitan Statistical Areas (PMSA) and Consolidated Metropolitan Statistical Areas (CMSA) you wish to include in your study. For list of current GSAs, go to http://www.whitehouse.gov/omb/inforeg/msa99.pdf.  List the FIPS Code and Area Title for each GSA you wish to include in your study.

	FIPS
	Area Title
	
	FIPS
	Area Title

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


STEP 2 OF 3: SPECIFY ANALYSIS YOU ARE REQUESTING (Select only one)

( 
Salary display with median, mean and quartile data (25%, 50%, 75%)
( 
Salary display with median, mean and percentile data (20%, 40%, 60%, 80%)  

(  
Salary display with median data and years-of-service quartile data   

( 
Salary display with median data and years-of-service percentile data
( 
Listing of individual salaries by position, with mean salary  

(
Other Analyses - Check here and specify below or on separate page. Depending on request, additional costs may be incurred. We will contact you before processing.

	


STEP 3 OF 3: PLEASE ANSWER THIS QUESTION

Do you want your institution’s data included in comparison group when calculating averages?  

· Yes    ( No
02-23-2004



