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Supplemental Compensation Approval Flowchart

Note on Managers:
Additional duties , without supplemental pay, may be
assigned to managers, within reason, as all managers are
expected to perform additional duties as assigned.

Managers may be considered for supplemental pay only
when assigned to fill higher-level vacancies for a specific or
designated time. The manager so assigned must meet the
minimum requirements of the vacant position.

1. Undlassified (non-faculty), Manager, and Classified staff will only receive a supplemental if
temporarily working “out of title” due to backfilling a temporary vacancy, in whole or in part, using
the same criteria used for reclassification. More work, unless due to teaching or creating non-credit
courses, or related to summer institutes and orientation, will not be eligible for supplemental
compensation.
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Using the EPAF for Approval

* Inthe EPAF, each party will deny or approve by entering

their requisite information in the comments.

*  Approvalis required before work commences. Lump sum

payments at the completion of work may only be used
for employees not eligible for overtime.

Approval routing, via email, will pass through:

* Initiator (provides the list of duties being added, or
vacant position number, account to be charged, rate if
known)

*  8-OHR (reviews duties for higher title work, calculates
rate, if approved return to initiator to enter rate)

*  9-Supplemental Supervisor

*  10-Budget Unit Manager (confirms support)

*  30-Budget Department

*  35-*Grants Accounting (only if grant funded)

*  60-Supplemental Reviewer (Oquist/Sass/Watkins)

* 98/99-Payroll (Apply)
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