
Simple Process Overview- Add Comp for Staff/Non Instructional
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Employee is paid  
per payroll schedule. 

Identifies a need 
that would justify 

additional 
compensation e.g. 
work out of spec/

position desc.

Completes  Additional 
Compensation Request Form  

including all approvals/
signatures.  All approvals must 
be obtained before work out of 

job spec is  performed.

Manager sends Add Comp form 
to HRBP.  If employee recipient is 

hourly/non-exempt hours 
worked for add comp timesheet 

must be included. 

Is the Add Comp 
funded SOLELY by 

general fund $?

YES

Add Comp Submitted to 
Grants Accounting for 

Review/Approval

NO

Does grants 
accounting 

approve/sign 
off?

YES

Manager works to 
address funding 

concern and 
resubmits if 
appropriate

NO

Does Add Comp 
require CWP* 

approval?

HRBP sends fully completed and 
approved Add Comp form and 
additional documentation (e.g. 

hours worked for hourly 
employees)  to HR Compensation 

NO

HRBP Adds to CWP 
Agenda Sheet

YES
Does CWP 
Approve

YES

HRBP Advises Manager-
Add Comp request denied 
& if applicable, employee 
may not perform addt l 

work.

NO

Compensation reviews Add 
Comp including calculations 

and advises HRBP of any 
issues/concerns

Compensation 
submits completed 

documentation 
including Add Cop 

form to HR Ops

Enters Additional 
Compensation 

transaction into 
Banner

*Note on CWP:  Refer to 
CWP Committee Charge 

document for categories of 
Add Comps that require CWP 

approval.  

MGR encouraged 
to discuss need 

with HRBP to 
determine 

appropriateness 
of Add Comp

NOTE:  If Add Comp is for an employee 
within the Provost s Area, the Provost s 
Office must sign off before proceeding.
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