SUPPLEMENTAL PAYMENT REQUEST 'h/ >/E *
Step 1. Identify the type of supplemental payment.

A. Supplementalpaymentfor completingaproject or guest speaker
BEFOR&mMployeestartsthe project, the followingmustbe completed:
f Written approvalfrom BUM,DEandimmediatesupervisor;
f Written approvalfrom HRconfirmingcompensatiorrate calculationss correctandno
conflicts with the employee’s union contract
f Funding must be secured

B. Supplementabaymentfor takingon “out of title” extradutiesfor anemployeewho isonleave
BEFOR&mMployeeperformsextraduties,the followingmustbe completed:
f Written approvalfrom BUM,DEandimmediatesupervisor;
f Written approvalfrom HRconfirmingcompensatiorrate calculationssupplemental




G. Supplemental payment for Managers
BEFOR&mMployeestartsthe project, the followingmustbe completed:
f Written approvalfrom BUM,DE immediatesupervisor;
f Written
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D. AttachPDFHile
f Uploadanybackuprelatedto the supplementapaymentrequest(ex: HR written approval, job
duties, President’s written approval).

E. SubmitRequest
f Click
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