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April 30, 2020

Dr. Ray L. Belton, President-Chancellor
Southern University System

J.5. Clark Building

Baton Rouge, LA 70813

Dear Dr. Belton:

Enclosed is an updated policy on the Extra Compensation Plan, The purpose of the Extra
Compensation Policy and Implementation Plan is to update the existing palicy to provide
an allowable extra compensation rate increase from 20% to 25% and to further specify the
Southern University and A&M College (SU) policles governing faculty allowable Extra
Compensation for faculty and staff [unclassified employees]. This policy also determines
the processing period and instruments used to award Extra-Compensation.

Please note that this policy adheres to the Southern University Strategic Plan, Goal IV:
Commitment to Scholarly Research, Discovery, and Entrepreneurship, Objective IV.1,
Strategy IV.1.6. Incentivize faculty and staff research productivity by increasing the
threshold in the extra-compensation policy from 20 percent to up to 25 percent.

I fully support the recommended policy which was submitted to the University Research
Council for its review and endorsement and subsequent submission and approval by the SUS
Board of Supervisors, Thank you for your consideration,

Sincerely,

Mﬁﬁﬂé&W
Michael A, Stubhblefield, PhD
Vice Chancellor for Research

APPROVED: Mk%@k

Dr. Ray ¥, %Eltnn
President-Chancellor
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POLICY TITLE
Additional Compensation Limitations for Faculty and Staff
(Extra Compensation Policy and Implementation Plan)

POLICY NUMBER
11-003

Responsible Unit: Effective Date:
07/01/2020

Office of Research, Strategic Initiatives & Economic Development
Last Reviewed Date:

Responsible Official:
Viee Chancellor for Research, Strategic Initiatives & Economic
Development

. o ), Origination Date:
Policy Class:fmal:'mn. _ . April 1, 2020
Research Expenditures & Sponsored Funds Administration

L. POLICY STATEMENT AND RATIONALL

The purpose of the Extra Compensation Policy and Implementation Plan is to update the existing
policy to provide an allowable extra compensation rate increase from 20% to 25% and to further
specify the Southern University and A&M College (SU) policies governing faculty allowable
Extra Compensation for facully and staff [unclassified employees]. This policy also determines
the processing period and instruments used to award Extra-Compensation. SU emphasizes that
work on a sponsored program should be performed via release time efforts when feasible. Requests
for additional compensation [extra compensation] on sponsored programs will be allowed in
special or extreme circumstances. Dxtra-Work must not be allowed before final approval by the
Office of the Chancellor.

IL POLICY SCOPE AND AUDIENCE

This policy applies to all sponsored projects administered by the Office of Sponsored Programs
(OSP) under the authority of the Office of Rescarch, Strategic Initialives & Economic
Development (ORSI-ED). SU will recognize Extra Compensation for sponsored programs only as
those activitics that are beyond the faculty or staff member’s regular assigned load and

responsibilities. Individuals and offices responsible for affecling this policy include:
« Principal Investigator/Project Director - prepares cither a Priority Ordering Test (POT)
form to initiate a request for exlra compensation approval at the time of proposal
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submission, Written justificalion and a sample work scheduls must be submitted as
attachments to the POT.

Deans/ChairsfProgram Teaders/Center Divectors - reviews roquests for Exlia
Compensation and endorses only those that have exceptional vircumstances and polential
benefits that are compelling and well-justified, Endorsed requests for Extra Compensation
will be forwarded to the Director of OSF for review and approval.

Office of Sponsored Programs (Q8P) - reviews requests for Extra Compensation to
chanre cosis are allowable by the funding agency and that they meet the University’s
definitions of allowable compensation and exceptionsl circumstances, Approves and
forwards the endorsed requests to the VC for ORSI-ED for final approval {prior to funding
by agency).

+ Yice Chancellor for ORSE-ED - reviews requests for Extra Compensation and provides
final approval lo only those requests that [) meet the guidelines of the funding agency
andfor 2} heve exceptiona] chrcumstances and potential benefits that are compelling and
well-justified.

Chanceltor of SU {Baten Rouge Campus Only) -- has Tinal authority over all requests
and can override a decision made by auny supervisor in fthe initiate’s (PFSU employec
submitting reguest) chain of command to deny said request for exira compensation.

-

L. POLICY COMPIAANCE
Compliance with this policy ensuzes that the faculty and slaff receive compensation for their effarts
mnd adhere to federal cost accounting practices ag stipulaied in the Office ol Management and
Budget Cost Principles for Bducational Institutions OMB Circular A-21 (Z.CFB. Part 22403,

IV. POLICY DEFINITIONS
Acxdentic Year: The nine (9) month period covering the Fali and Spring Semesters,

Academic Yesr Employee (9-menth}: Faculty employced during the Academic ot nine-month

terni. These emplovess can be considered for Extra Compensation,

Adninistrative Persennet: Those persans who are charged with administering the University and
its amcillary units af all fevels. This classification includes the chancellor, vice chanceliors, deans,
depattmental chairpersons/program leaders, managers, directors and other staff.

Avrard Instimeent:

ixtra Compensation; is defined as an unusual, nonrecurring, and extraordinary payment for SU
sponsored programs work that falls entirely beyond the normal, regular job assignment. Extra
Compensation shouid not be vsed as & regular supplement to an individnal’s salary #or as & means
to pay oversime®. Repeated requests for Extra Compensation for the same activity may be denied.
All requests for Bxten Compensation must be approved by the Offices lisied and defined as
“Approvers” in Section 11, Allowable costs for Fiscal Year empluyees will be calculatod at a rate
of 25% of annual {12-maonth salary rate) and at a rate of 25% of the academic (9-month base salary

rate} for Academic Year employces.
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“Note, Charging overfime fo federal funis for emplopecs whose regular duties are reluted fo
and paid through stafe, uriversity, or other nou-sponsored program funds ix a vielation of cost

accounting {2 CER Part 220) } standards,

Explicitly excluded from this definition are earnings, that may be paid to an employee from an 5U
source, and from the following:

(1) Patent, copyright, licensing right, or royaHy as stipuiated by L. RS, 42:1123.{2)(a);

(2) Supplements to salary usually paid from private finds for which retirement
eonfributions may not be payable (monetary awards pursuant to the annual employee
recognitionfexceltence awards at SUF fall in this category);

(3) One-time supplements to satary as dictated by State Law (Le. the one-time cost of Hving
salaty increase paid to St employces as per an Act of the Lovisiana Legislaturey; or
that

(4) Fall in an exceptional category, pattly specified by a grant or contract instrerment, where
the nature or site of performance of & sponsored work may lesd Lo payments to an
employee from SU sources that are not comparable to the regolar 81 salaries and that
generally are governed by special instraments, Kaown exceptional categorics currently
include long fime fusually & month or more) offsilc rescarch, federal or state agency
fellowship placement, or inisrnationad project execution oversees. In these cascs,
affected employces are generally placed on leave of abscnee - relative to their regular
employment af SU — so that they may enter inte another employment or conlrachat
agrcomeont with SU that allows for the payment of a satary whose rale is unrelated to
the Regular Salary Rate defined below and for which other payments (stipends, [ces)
may be paid for hardship, housing assistance, efe.

Extre-Work: ig defined as work assipned to (or duties and responsibilitics assumed by) an
cmployee {faculty or unclassified staff} and that is unrelated ta, of independent of, and in cxcess
of hisfiter normal workload {nature, quanlity, separate operation, remote site of exceulion, ete.} as
specified in the basic employment conlract or agreement with SU. Instances where such work is
performed are cxpected to be ineideninl and hence not part of 4 routine practice that continues over
years — for a given employec and a given task or assighment,

consecutive yoat: a continnous twelve-month period (with about 365 conseculive days),

Fiscal Year: The twelve (12} month period (i.e., July La of a year fo June 30um) of the following,

Piscal Year Fmployee (12-month): Faculty or staff employed during the Ammual ot 12-month
lerm. These employees are only eligiblc to be considered for Extra Compensation.

Fringe. Henefits: Dmployment benefits mmde available to employees through the Southem
Univorsity System, that are considered to be or particular interest and benetit to its cmployees,
These benefits inciude retirement, workman's compensation, unemploynent compensation, etc.

Full Time Warkload. (Classifies or {fuclassified): is defined as 40 hours per week for full time
employses, However, there is no requirement for academic personnel (mstructos; assistant,
assoctate, and full professors; tenchers; associates) to be physically present in their classrooms,
lahotatories or offices where their duties are performed for a period of 40 hours per weelk,
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Priority Ordeving ‘Fest (POTF) Form; Form used to detemine an employec’s eligibifity to receive
[xtra Compensation through & sponsored programs activity account.

Repular Salary (or Compensation). Rate (RER ar RCR): the smount of compensalion paid to
an employee per unit time {j.e. month) and that is based solely on the compensation in the basic
contract or employment agreement between that employee and St For a one-month period, this
vate will be computed as 1/9¢h of the nine-month Academic Year salary for faculty members and
1/121k of the fiscal year salary for employees whose employment coniracls or agresments cover a
twelve-month period. Regular, houtly compensation rates shall be hased on 1,560 hours for 9-
maonth employees and 2,080 hours for 12-month employees.

Research Activities: Those activities engaged in or by an employee for fie primary pupose of
investigating, or experimenting, aimed at the diseovery of new knowledge, the interpretation of
acts, the practical application of new or revised facts; md the opportunity fo be creative and stay
abreast in the employee's field or discipline.

Research Agpreement: An agreement betwoon the University und a funding agency for the putpose
of supporting research and the relaled activities during a designated period of fime. The basic
instrurnents for a research agreement include a grani, contract, cooperative agreement or others.

Spaonsored Project/Program: is defined as a project/program whose implementation is paid for,
entively or in part, by funds awarded to SU from public (federal, slale, city, efe.) andfor privaie
{industty, private foundations, ste.) sources. Externally funded research or instuctional projects
ate typical spousvred projects.

Spopzoved Project/Program Tnstrament: is dofined as the complete collection of &l writien

agreements between SU and an awarding or funding agency relative to a project; it includes the
approved proposal and its budgst, the award agreement (confiact, grant, cooperalive ageesment,
ete.), and any subscquent written agreeinent® — pertaining to the fiscal eperalions of 8 project or
program — between the funding agency and SUI.

*Nofe. For this definition, employees who assign or review extra-work gssignments wmusl
understand that a letter from an agency divector or a program officer, while generally velevarnt for
programmatic activities, does ol generally have budgel (fiduciary) implicaiions or quthorities. In
particular, for federal agencies, a written agreement that can alfer o budget or allow an extra-
work assignment that was not in the initial project instrument must generally be from a
“contracting officer or simitar.” Contracting officers are generolly the same individuals that sign
the mward letfer, confract, oF agreestent.

Tatal. Allowahle Compensation: is defined as the tolal amount of compensation that can be
eatned by an craployee from S1F andfor sponsored programs sowrces and is the sum of the regular
sompensation possible pursuant to the regular {or basic) empluyment of a faculty or staff member
over a twelve month period, and of the maximium extra-compensation that en employee can carn
over the same twelve month period. This period s ordinarily defined as in any fiscal year [fuly 1=
— June 301}, Execluded from (his definition of “lotal atlowable compensetion” are earnings that fall
in one of the four exceptions delineated above in the definition of extra-compensation.
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V. FOLICY IMPLEMENTATION PROCEDURE
General Policy for Extra Compensation and Applicable Rate
The exfra compensation application process should not exceed seven (7) days in total from
submission lo final approval, Al applicetions will initially be submitted on paper forms unti such
time an electronic processing procedure has been approved and developed (similar o Human
Resources’ electronio personnel action form processing). The elecleonic extra compensation
submission process will allow for a streamlined system wilh checks and balances for

accountability.

As per the Code of Vederal Regulation (1 CER Part 220), the rate at which an unclassified
employee is compensated for extra-work cannot oxceed the regular salary rate or compensation
rate (RSR or RCR) for that employee for the period of performance of the extra-work. If the regular
salary rate of an employee changes duving the period of execution of an assigned extra-work, the
rate for axtra-compensation may be changed in such s way that it does not exceed, for any given
time period, the regular rate of compensation for thai time petiod. The menihiy regular salary rate
of 2 faculty member whose contract covers the nine-month poriod of the academic yoar is simply
his/her academic year salary divided by nine. Further definition of extra-compensation follows:

f.1t is the general policy of SU that sponsored program activity be pertormed on a basis of
release-lime, When release-time activity for work performed on a sponsored program has
been approved, the prant account shall be charged for that pottion of an employee’s Hime
devoted to the projoct (provided it is compatible and approved under the funding ageney’s
granl award terms). ‘Fhe rale of compensation charged to the grant sooount will be the saine
as that paid by SU and include the spproved SU fringe bencfits rate as well as the 81J
approved indirect cost rate,

2. in those instances where it is not possible for faculty to be released frore his/ber regular
Univetsity duties [or in the instunce of staff, who atc ineligible for release-time] to undertake
sponsored programs activities, extrs compensation may be permitted up to 25% (grossj of a
fiscal yeat or 12-menth salary rate. The 25% allowable cumponsation will be charged during
the sponsored program’s peviod of performance and follow the Universily’s Fiscal year
beginning Juty fs and ending June 300, I is understood that extrn comnpensation witl be
approved only when the additional duties of the sponsored progrum du not interfere with (he
employee's regular duties as assigned by the University/Dean/Chair/Director und are clearly
defined in the funding agency's award docmment andfor the funded proposal’s hudget
justification. The rate of pay for exia compensalion shall not exceed the approved extra
compensation of 25% during any given month.

3. The 25% limitation aiso applies to the total amount of extra compensation awarded per fiseal
year ns well as each separate {manthly or semester) disbursement.

4, For employees the maximum amount of extra-compensation an employee may cam in a
month (i.c., 30 days) is generally hisfher regular monthly salary multiplied by 0.25. This
represents a one-quarter (1/4) increase in offort level over  month, It is estimated that an
extra-work assignment over one-fourth {1/4) effort level will generally result in a decrease
in the quanlily and/or the qualily of regelar wouk.
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Applieation of Extra-Compensation

Oceasionally, academic, professional, and other employees arc asiced to sssuime responsibifity for
additional dutics unrclated to, or independent of, their normal work. The need for allowing extra-
work and the related extra-compensation will always be evaluated in view of the advaitages to SU
and the conlormity of same to applicable Jaws, regulations, and potictes. Whon such assignments
are clearly not a part of the employee’s notntal assignment, extra-compensation may be permilted
il the extra-work is explicitly provided for in the Sponsored Agreament or approved in writing by
the awarding federal agency.

Approval Process {follews chain as stipulated in Scction IT).
1. Ifthe prospective university employce, determines that ho/she may be eligible for extra-

compensation for the proposed extra-work to be done on « sponsored project, a request
(with prior extra-compensation documentation for the fiscal yoar) should be made to the
hend of their unit who will apply the Friorily Ordering T'est (POT). This should be done
simultuneously as the proposal submission to a funding agency.

2. If it is determincd by the unit head that the request passes the PO, then a request should
be made by the unit head to the Dean of the College. I the Dean approves the request,
then it is forwarded fo the Director of OSP, who will review the IMOT for compliance.
Mexi, it is forwarded to the Vice Chancellor, Oifice of Rescarch and Strategic Initiatives
and oonomic Development (VC-ORSI-ED) who will review the request and
justifications, inchuding the intordisciplinary nature of the project and approve of
disapprove. For new proposals with extra-work-ex(ra-compensation, it must be stated
explicitly on: (a) the proposal routing cover, and (b} the budget figures and explanation
gections, ORST will check proposals to make sure thet lhese provisions ars appropriately
stated and that the POT requirement has been met as ¢videnced by a teansmittal letfer
from the Desn to ORSI requesting approval of the proposed work,

3. Onee the project is funded, the POT form is then forwarded 1o the Chancellor forr finnd
approval, ‘FThe Chancellor has final authority on slt cxira compensation requests.

4, ‘The apptoved POT form is returned to OSP and is assigned 2 POTH, Then the approved
POT is send to the recipicnt for formal processing.

5. The recipient must submit a copy of the approved POT furin to Human Kesowces to
begin an employment personnel aclion form (eFAF).

Moaitoring Responsibility
1. A uxit head (Chait/Director) should maintain a log of all faculty or personne] receiving
extra-commpensation in histher avea and submit same as part of the snit's sunual report,

2. For each cPAYF Ihut entails an extrework assignment [or extra-compensation, the
responsibility for verifying fhat extra-compensation is aflawable, as por the nstrument of
a sponsared project, if any is involved, primarily rests with the Office Sponsored
Programs {OSP) who normally receives the award letter and/or with the SPADICO (i,
accounlantfanalyst in charge of the applicable sponsored project). As a rude, an extrea-work
assighment involving a sponsored profect hes to be allowable as per the award instrument,
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before e PAF approval is gramted. The sponsored project instrument includes the approved
proposal and budget for (e applisable sponsored project, the award lelter (or contract,
agreement, ¢f¢.) end accompanying regulations or documents, and any subsequent writien
agrecinant between SU and the funding organization.

3. Offices in charge of the computerized cPAF-tracking systetn af the campus level {including
Humain Resonrees and the Budget Office) will track the instances of extra-work assighed
and the smounis of extra-compensation paid to any SU employce. The resulting data, fo be
compiled by Human Resouvces in an annual repord, will allow not only the documenlation
of compliance with the limits and rates of extra-compensations bul also will assist (he
Pniversity i avoiding routine involvement in extra-work by any employce, from ane year
to the next, beyond that which is permitfed by this Plan or by 29 CFR Part 516 of the Fair
Labor Standards Act. Similar data will be collected by the Human Resources pursuant fo
the implementation of 29 CER Part 516, even thovwgh some instances of (his
implementation may be unrelaled (o exita-work and extra-compensation as delined here,

V1. POLICY RELATED INFORMATION
2 CFR. Part 220 of the OMB Cireular A-21 establishes principles for determining costs apphicable
tv  prants, comdracts, and  other agreements  with  educational  institutions
(hitps:faww. povinfo. povicontentiphg CHR-2012-title2-voll pd FFCFR-2012-title-voll-
part22.pdf),

‘The 2 CFR Part 228 is the basis for the “detenninative”™ of the SU approved MTDC inditect cost
rate at SU for all sponsored grants. The 25% extea compensation rate should be used for caloulating
ihic charges to the sponsored progran budget (as per submitted proposal}.

La. R.8. 42:1123 (9%a) establishes principles for the reccipt or sharing in proceeds such as any
patent, copyright, licensing right, or royally by faculty or staff members of v public higher
education instittion (hitps:/law. jnstia.com/codes/fonisiane/ 201 {/rx/titled 2/rsdd -1 23/},

A copy of the University’s current Priority Ordermg Test Form can be found at:

hitp: s snbredu/assets/subr/OSPPrinrityOrdering Vesé-Revised201 7.pdf.

VI, POLICY HISTORY AND REVIEW CYCLE
This Extra Compensation Policy is submitted to the Southern Universily System Board of
Directors for approval — May 2628, The policy shall be revisited every two years by a Chancellor
appointed, ad-hoc Commiltee. The ad-hoe Committee will include representstion from the
following offtces:

& Academic Affairs or any DeanfCenter Divector;

b, Budget Officc;

e. SPADCO, herehy charged with providing to  the Cotmmittee  all
amendmentsievisions o the 2 CFR Part 220 end other applicabic federal and state
regutalitng;

d. Taculty Researcheors;

&, Faculty Scoate;
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Priority Ordering Test (POT)

Thile dorn 18 1o bo ueed 1o datenmbse

> I - wAplbfity 1 hra: fea for
SQUINERN  GeCemersinfon SRl S
L by . i nda 0 QOnETa
ARG ROECA AL & RIS Dol SﬂLI‘“IEI'I'I Umﬂmuﬁ" a Bﬂtﬂﬂ RI:II.IQI'E gﬂm‘cu al Sauthgn M.I'ﬂl‘llgl.ﬁr And
AAM College iLe., Federal grants andbor [ _|Change
conliacls, #lc).
Wariee [Lust) fFsl T My [ sum U Emad
S
Prinay Empiiyes S o - " | Primeny Pockan Tia
(OFauuiy Ostan O oer
vy Positon Degarimand Fémary Pasilon College Fhoan Himber
Project Title
Funding Agancy Project Porind _|

Descriptlon of Proposed Work

JUSTIFICATION FOR EXTRA-COMPENSATION FOR EXTRA WORK (Chack all that apply):

[JOutside aclivity imvolving monetary remuneration/compensalion [C10utside Acvily invalving move than ona business dayfwaak

LI0a-campus activily Invalving mona (han one businass day commilmentivesk [OWork cannot be done on Releasad-Time
[JPraposed work cannot be done during Summer Session [IWork is incidental, inconsequantial, sposadic, or neglyibla

| |Proposed work |5 approved knwrillng by Ihe sponsoring agency or Is specifically provided far in the proposal

Time Commitmant
Beginning Date

End Date Fraquency fone hme, a Total Time Gamnsitment {4

)

AUTOMATIC CALCLLA
TOTAL REQUESTED

Percentags of Baze Duration

D00
Percentage of Base

Last AratemiciFiscal Yeaf Base Salary Amaunt

Current AcatemiciFiscal Year Baze Balary Amaunt Diiration TOTAL REQUESTED

NEW REQUEST

DL

Percentage of Baza Duratian TOTAL REQUESTED

Base Salary Amaunt

000N

Employes Carllflcation (All boxas must be checked, and Employes must sign balow):

[l cerdify that the praposed work WILL HOT conslilute a confiicl of Inlerest of the appearance of a canflict of Inbarest for me;

(11 certify that the proposed work WILL MOT. Intarfara with fhe punchual discharge of my official duliss; and

[0 cerdify that the proposed work SWILL MEET one of the fnlowing criteria; (2) |5 a means of parsonal professlonal devalopmend; (b) serves
Ihe commvunity, state or nallon; of <) s conslstent with the objectives of the instifuficn,

SU Initiating Employee/Pl Signature Date

APPROVALS

Pl Aippeval (i apclicabiah Tl FheneiEsl

Sl ChikProg=m Lesfad|Drechr) Dals Flane®sl
S0 Dean|Cimckr) N FhonsiEzL
m_ = T e [T FhansiEs

B0 Vice Chancelee of ORSIED T Dok FhonaiEa

5l Chencallor T Daie PhomeiTat

This form should be compleled and fransmilled with new proposals requesting exlra-compersation, 1l should alse peecede the ilialion of 3 Pesennd Aclion Form
(PAF) for exlea-Compers allon with the POT ramber cleary Indicaled In the commenis section, OSFPOT Revised (4ME2020



f. Office of Rescarch, Strategic Initiatives and Economic Development, hereby
charged with providing the Committee with trends and policies at other institutions;
and

g. Human Resources (IIR), hereby charged with providing to the Committee all
applicable state laws and regulations, particularly as they pertain to the Louisiana
Code of Government Ethics and Classified Employees;

VIII. POLICY URL
Upon approval, this Extra Compensation Policy will h& maintained in the ORSI-ED office as well

as posted on www.subr.edu/ORSL

IX. POLICY APPROVAL

Fd i :
Rffp/ L. B’a!mu,"ﬁ:. D. / Effective Date of Policy
Chancellor, Southern University and A&M College

Effective Date of Policy

. Rutledge Effective Date of Policy

Chairman - Southern Unjversity System Eaam‘ of Supervisors
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