Overload/Supplemental Compensation Worksheet

Definition of Overload/Supplemental Pay [OUS FASOM 10]

Overload/supplemental pay is any compensation, other than administrative stipend, paid to a faculty or staff member for services in excess of full-time (1.0 FTE) effort for additional institutionally-sponsored activities.  

Instructions
1) Complete this form to request overload/supplemental compensation before any services are performed.  Allow sufficient time for consideration by all signatories.

2) Complete the box below for the Employee’s Main Position.

	Employee Name:

Home Department:

FTE:

Term of Service (Circle one): 9 month / 12 month
	PSU ID Number:

Title: 

Annual Salary Rate: 
Circle one: Tenure Track / Indefinite Tenure / Fixed Term
Tenure Review Date:


3) Worksheet prepared by:
Phone Extension:

4) Initial each of these when you have:
· Verified this employee is performing services in addition to a 1.0 salary/FTE appointment.

· Reviewed this employee’s position description and/or classification specification to verify that the services are above or outside those described in each.

· Verified the services for which we intend to pay the employee fit the criteria of allowable sources including: continuing education, consulting, seminars, non-credit workshops, etc.

· Verified if this is a grant-related assignment, the actual letter is the grant-related version (check next page).

Initial whichever one of the following statements is correct:

· A. The services for which we intend to pay the employee do not include regular on-campus courses or grant or research activities.  OR
· B. The services for which we intend to pay the employee include regular on-campus courses or grant or research activity but are under extraordinary or emergency circumstances as described below or in the description portion of the supplemental letter. 

5) Follow the signature routing indicated below before presenting the agreement to the employee.
If all work for this employee is through one department:
Dept ( Dean ( HR ( OAA ( Dept (Employee ( Research Accounting (if grant funded) ( HR for payment

If work is through multiple departments:

Offering Dept ( Home Dept ( Home Dean ( Offering Dean ( HR ( OAA ( Offering Dept ( Employee ( Research Accounting (if grant funded) ( HR for payment
Restrictions [OUS FASOM 10]

· Regular on-campus classes as well as time spent in support of grant and research activities are not allowable activities except under extraordinary or emergency circumstances.

· Overload compensation should not be based on the number of students per class or any similar ratio except for correspondence or independent study courses. 

· Presidents, vice presidents, deans, and other equivalent level officers are ineligible for overload compensation.  

· Classified employees are only eligible for supplemental wages if the services provided are vastly different than those described in their position description and classification specification (i.e. office support vs. instructional) and are not classifiable.  If the services are not vastly different the classified employee’s time should be tracked on their timesheet and paid the appropriate overtime calculation.  A labor distribution override can be indicated to charge the appropriate department index.  For “Work out of Classification” pay, see SEIU collective bargaining agreement, Article 20, Section 6.
Sponsored Projects - Additional Justification for Supplemental Compensation:  Please attach a memo or include in the letter an explanation describing the exceptional/emergency circumstances that require supplemental compensation.  If federally funded, explain how this work is either performed across departmental lines or involving a separate and remote location and attach documentation of agency approval.
Inter-Institutional Possible Additional Documents Required

For employees from other OUS institutions who have never worked at PSU: the employee must complete hire documents with the PSU HR office before beginning work.  Special arrangements can be made for an HR representative to meet with the employee if they are not on campus during regular working hours.
Justification for grant-related overload: 
	


[Date]

Position Number: [Wage Pool Position Number]


Index Code:


R/A Approval: only if grant funded

Supplemental Wage Agreement

[Name]

[Street Address]

[City, State, Zip]
Dear [Name]

I am pleased to offer you a PSU supplemental wage agreement.  This offer is in addition to your 1.0 FTE appointment in [home department] and is made solely for the purpose of providing the following professional services from [Date] to [Date]:

[Detailed description of services.  Address, in this paragraph or an attached memo, the extraordinary or emergency circumstances warranting supplemental pay.]

Your wages for this assignment will be [wages].  Supplemental wage payments are included with regular pay following receipt of fully authorized letters of offer in Human Resources.
Your employment is subject to the terms of all applicable Oregon University System and PSU administrative rules and policies, which are incorporated herein by reference.   [If the grant or contract that is funding this agreement is terminated or reduced prior to the expiration date above, that portion of this agreement will be terminated as of the adjusted grant or contract date.]
If the terms of this agreement are satisfactory, please sign and return this letter.  The necessary process for payment cannot be initiated until our office receives the signed offer.

Sincerely,


Offering Dean/Director’s Approval

[Name]

[Rank/Title]

[Offering Department]
Home Department Approval (if different)


Home Dean/Director Approval (if different)


Provost’s/VP’s Approval

I accept this appointment as described above and agree to inform my department of any other work I am considering or have accepted with Portland State University. 

Signature
Date
Employee ID Number
 FORMCHECKBOX 
 Copy to Department and Employee

 FORMCHECKBOX 
 Original to HR

