Policies, Procedures, and Guidelines

Extra Compensation on Contracts and Grants
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1. Consultation is across department lines or involves a separate/remote operation.

2. The work performed is in addition to the faculty member’s regular department
assignment.

Note: A detailed written description of the individual’s regular department
assignment must be submitted for Sponsored Research’s review; this documentation
must be specific enough for Sponsored Research to determine conclusively when work
beyond that level has occurred. These regular university duties and/or assignments
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Payment of Extra Compensation to Non-Faculty Employees on Federal Contracts and
Grants

There is no specified treatment in 2 CFR §200.430(h)(4), for the payment of extra-compensation to
non-faculty. USF interprets non-faculty extra-compensation to be different from faculty extra-
compensation in that there is no required cross-departmental component that must be met. To be
eligible for non-faculty extra-compensation, the requestor must demonstrate that the activities to be
performed by the non-faculty member are unrelated to the duties of their primary appointment and
that the terms are specifically provided for in the agreement or have been approved in writing by the
sponsoring agency.

RELATED (Required) FORMS:
A. Request for Extra Compensation Form

https://www.usf.edu/provost/faculty/forms-policies-handbook.aspx
https://usfweb.usf.edu/human-resources/resources/forms

B. Form Routing Instructions

BEFORE WORK BEGINS, the Secondary Employer completes the Extra State
Compensation Form for each person receiving extra compensation from the project (PIs and
Co-Pls are not eligible).

0 Enter the employee's name as it appears in GEMS

o0 Enter the GEMS Emp ID (Employee 1D number)

The Secondary Employer completes the primary and secondary employer information sections.
0 Enter the Campus name
o0 Enter the College/Division name
0 Enter the Department/Unit name
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o GFA
o0 VP for Research or Designee

SRA-Sponsored Research Administrator- pre-award reviews to ensure the compensation is allowable
and meets 2 CFR 200.430 requirements for federal awards

GFA-Grant Financial Administrator- Post award (GFA) verifies that funds are sufficient to support
the Total Payment amount, Combo Code verification, verify secondary appointment dates are
completed signs approval and forwards form to the VP for Research or Designee

VP for Research or Designee- Reviews/Approves and returns to GFA, GFA updates metrics and
forwards to SRA puts a copy on the project electronic folder and returns signed copy to the
Secondary Employer.

The Secondary Employer forwards the form and the appropriate appointment paperwork to Human
Resources.

Human Resources reviews the form to ensure proper procedures and approvals have been met
and enters the secondary appointment into GEMS for payroll processing.
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