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Payment Agreements will only be in effect within the fiscal year noted above.  
Requests beyond then require a new staff salary change form and payment agreement.
ADMINISTRATOR APPROVAL REQUEST FORM (Updated:5/2020) submit to hr-classcomp@uidaho.edu 

	PCN and Suffix
	
	
	
	Exempt Staff           
	Current FTE
	

	Name
	
	
	
	Classified Staff           
	Hourly Rate
	$

	V Number
	
	
	
	Annual Salary
	$

	

	
	
	

	Primary Department
	
	
	
	Academic Year (08/16/2020 through 05/15/2021)

	Primary Job Title
	
	
	
	Fiscal Year (06/28/2020 through 06/26/2021)

	
	
	
	Other Dates
	

	

	Hiring Department (if different) and Contact:
	




[bookmark: _GoBack]

	☐	Instructional Compensation *Attach CV
	
	☐	FTE Change
	
	☐	Pay Change (not instructional compensation)

	
	Course(s)
	
	
	To FTE
	
	
	
	Classified temporary hourly increase to
	$

	
	Begin/end date of class
	
	
	
	
	
	
	Exempt additional compensation per pay
	$

	
	# credits
	
	Rate of pay per credit
	
	
	
	Permanent 
	
	
	Permanent classified hrly change to
	$

	
	Provost’s Office Notes:
	
	
	
	Temporary
	
	
	Permanent exempt salary increase to
	$




	Justification
	
	Source of Funds Detail 

	Summarize why this request is being made and justify the change being requested.  Attach additional documentation to this form as necessary such as: HR form “Work Performed Temporarily at a Higher Market Rate” that includes HR’s response when appropriate.
	
	Amount
	Index

	
	
	1
	$
	1
	

	
	
	2
	$
	2
	

	
	
	3
	$
	3
	

	
	
	4
	$
	4
	

	
	
	5
	$
	5
	

	
	
	6
	$
	6
	

	
	
	
	
	
	

	
	
	Effective Date
	End Date

	
	
	
	




	
	
	

	
	

	Grant funded?
	
	Yes
	
	No
	
	
	
	

	If Yes, route to osp-cost@uidaho.edu before dean/VP
	
	Step 1) Immediate Supervisor (PI if grant funded)

	
	Date

	Project title if grant funded
	
	
	
	

	
	
	Step 2) Office of Sponsored Programs (required if grant funded)

	
	Date

	
This form documents the University’s compliance with OMB Circular A-21 regulations regarding charging employees as instructors/consultants to sponsored projects. A-21 Sec. J 10d(1) Compensation – Base rates for faculty members:  “However, in unusual cases where consultation is across departmental lines or involves a separate or remote operation, and the work performed by the consultant is in addition to his regular departmental load, any charges for such work representing extra compensation above the base salary are allowable provided that such consulting arrangements are specifically provided for in the agreement or approved in writing by the sponsoring agency”. See FSH 3260/ FSH 3480 for additional guidance.
	
	
	
	

	
	
	Step 3) College Dean or VP

	
	Date

	
	
	Step 4) HR Review (Market Rate provided if applicable)

	
	Date

	
	
	Step 5) Provost/EVP (if required; HR will route)

	
	Date

	
	
	Step 6) President (permanent out-of-cycle increases)
	
	Date



PROCESSING STEPS:  If page 1 is approved, page 2 will be completed by Human Resources and sent to the Employing Department.  The Employing Department must obtain the employee’s signature on page 2 before work can commence, and only after approval is granted. (Approval is not guaranteed). The entire document with signatures must be returned to hr-classcomp@uidaho.edu before an EPAF can be approved.  Human Resources will route the entire approved document to budget@uidaho.edu, payroll@uidaho.edu, benefits@uidaho.edu and hrepaf@uidaho.edu.
Please refer to “Salary Processing Decision Chart” for specific routing on STAFF Salary Change Processing Form.

*The Provost and Executive Vice President and the Vice Presidents have authority on positions in their area, subject to the final approval of the President.  
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