Albany State University

Albany, GA

Supplemental Compensation Amendment with Funds from Sponsored Programs
(Amendment for Faculty, Department Chairs, and Staff on Sponsored Programs)
Policy:

The University makes amendments to faculty/department chairs contracts and staff letters of hire to accommodate the important work that faculty, department chairs, and staff perform in addition to their regular duties performed outside the normal work hours. Where applicable, amendments in the academic or fiscal year contracts of faculty, department chairs, and exempt staff are made for additional pay from grants, contracts and other sources of sponsored funds; and such contract amendments at the University are governed by the following policies and procedures:
Amendment requests for supplemental compensation on sponsored programs must meet all of the following criteria: 

1. The Office of Research and Sponsored Programs (ORSP) and Office of Budgets and Contracts (OBC) have received written approval from the funding agency (agencies) authorizing payment of supplemental compensation as part of the award documents. 

2. Funds are available as a separate line item in the budget on a grant, contract, etc., that have been awarded to the University. 

3. An amendment for supplemental compensation is permitted when the work is carried in addition to a normal full work load, no other qualified person is available to carry the work as part of his/her normal work load, and the additional duties do not interfere with performance of regular duties.
4. An amendment for additional compensation for staff is subject to Section 5.3.2 of the BOR Business Procedures Manual on Extra Compensation, most notably that “the tasks must be outside of the employee’s regular department” and the attached Supplemental Compensation Form must be completed. 

5. An amendment for additional pay may not exceed 10% of the institutional academic salary or 7.5% of institutional fiscal salary per semester.
6. An amendment for additional pay during the summer is not applicable to faculty who may earn up to 33.3% of the academic year salary. Department chairs and other 12-month employees, including exempt staff members, may have contract amendments for additional summer compensation up to 10% of their institutional fiscal salaries from sponsored funds, except Title III and other internal funds.

7. All time and effort of the employee (departmental and overload) are documented and certified as needed to satisfy requirements of the University, USG BOR, funding agencies, etc. 

Procedures:
1. Each employee requesting an amendment must complete the prescribed Supplemental Compensation Form that must be reviewed and approved in advance of the performance of the activity. 
2. Employees should make requests for contract amendments at the beginning (within the first 10 business-days) of the academic year or each semester, Fall and Spring, as applicable.

3. Retroactive applications are not allowed.
4. Employees receiving supplemental compensation shall be paid through the institutional payroll. Such compensation shall be subject to existing IRS regulations as to taxability and/or withholding taxes. However, supplemental compensation does not add to earnings used for retirement calculations and no retirement deductions are taken from supplemental compensation. 
5. Additional funds may not be requested on projects that are not on schedule.  Carryover funds may not be used to supplement pay.
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	Date Submitted:   
	
	

	Employee Name:
	
	Employee’s ID:
	

	Employee’s College/Department:  
	

	Total Amount Requested:
	
	Academic/Fiscal Salary:
	

	NOTE: Work must be performed outside the normal work hours. Contract amendment for additional pay may not exceed 10% of the institutional academic salary or 7.5% of institutional fiscal salary per semester. Contract amendment for additional pay during the summer is not applicable to faculty who may earn up to 33.3% of the academic year salary. Department chairs and other 12-month employees, including staff members, may have contract amendments for additional summer compensation up to 10% of their institutional fiscal salaries from sponsored funds, except Title III and other internal funds.

	Account Name:
	
	Account Number:
	

	Dates of Additional Responsibilities:  
	
	to
	
	

	
	Beginning Date
	
	End Date
	

	Description of Additional Responsibilities:  Dr. Kimberly Fields serves as Project Director for the Network for Enhancing Teacher Quality (NET-Q) Grant for Albany State University. In this capacity, she is responsible for the following grant management services that will be completed outside of normal business hours: 

•Finalization of Teacher Resident and Mentor Selection and Placement in Schools      •Communication with NET-Q Leadership Team •Orientation and Meet/Greet for NET-Q Teacher Residents and Mentors     •Data Collection Training for NET-Q Data Collectors
•Monthly Teacher Resident/Mentor Teacher Sessions      •Preparation for and travel to present at mid-project and end-project meetings

	

	Employee’s Signature:  
	
	Date:
	

	

	Academic Approval:

	Additional compensation is permitted when the work is carried out in addition to a normal full work load, no other qualified person is available to carry the work as part of his/her normal work load, and the additional duties do not interfere with performance of regular duties. Additional compensation for staff is subject to Section 5.3.2 of the BOR Business Procedures Manual on Extra Compensation, most notably that “the tasks must be outside of the employee’s regular department”.

	
	
	
	

	Director/ Department Head:(attest to the above)
	
	Date:

	
	
	
	

	Dean
	
	Date:

	Regulatory and Fiscal Approval:

	The Office of Research and Sponsored Programs (ORSP) and Office of Budgets and Contracts (OBC) have received written approval from the funding agency (agencies) authorizing payment of supplemental compensation as part of the award documents.  Funds are available as a separate line item in the budget on a grant, contract, etc., that have been awarded to the University.

	
	
	
	

	Assoc. VP for Research and Sponsored Programs (attest to the above)
	
	Date:

	
	
	
	

	Director of Budgets & Contracts (attest to the above)                   
	
	Date:

	
	
	
	

	Vice President for Fiscal Affairs       
	
	Date:

	University Approval:

	
	
	
	

	Vice President for Academic Affairs                             
	
	Date:

	
	
	
	

	Director of Human Resources
	
	Date:


�


Supplemental Compensation Form


Amendment for Faculty, Department Chairs, and Staff on Sponsored Programs











