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Division of Grant and Contract Accounting

FACULTY OTHER COMPENSATION

PURPOSE:  The purpose of this procedure is to help project directors and administrators understand the guidelines for faculty other compensation on grants and contracts and the steps to be followed in processing payments.  This procedure incorporates regulations of sponsors and the University.  It applies to grants and contracts only, i.e. fund sources starting with 4-X.  The intent is to provide essential procedural information in a condensed format.  These guidelines do not apply to summer compensation, which has a separate procedure.
GENERAL:  Faculty members, who have regular full-time appointments, should not be compensated for additional work because they are expected to work whatever time is required to complete the task.    Occasionally, additional work may be needed either within the department or across departmental lines.  This work is assumed to be undertaken as a University obligation requiring no additional compensation.  Only in unusual cases, where work is across departmental lines or involves a separate or remote operation, and the work performed is in addition to the regular departmental load, may faculty receive compensation above base salary.  In accordance with University Regulations & Procedures Manual, Section 40.2.5, compensation to University employees for consultation or other compensation must be paid through the University's payroll system.  Employees may not be paid for these services through the University's invoice processing system.
SPONSOR APPROVAL: Any charge to a grant or contract, which represents compensation above the base salary, must be specifically and directly approved in writing by the sponsor.  The approval must specifically indicate the sponsor's understanding that their approval will be used to authorize faculty compensation in addition to their full-time salary.  A grant or contract may be charged only if the work represents a direct benefit to the project.
DEAN’S APPROVAL: Faculty members are required to obtain the approval of the Dean to whom they report.  The Dean is responsible for determining that the work and compensation are appropriate and allowable.  The Dean must sign the Faculty Other Compensation Authorization Form, indicating his or her approval.
PROCESS:
FACULTY OTHER COMPENSATION AUTHORIZATION FORM.  This form is required to provide advance authorization for faculty compensation above base salary for services to grants or contracts.  "Total compensation" is viewed as a maximum.  The "number of work days" is an estimate.  The "daily salary rate" must be consistent with the payments requested via the payroll system.

Units administering grants and contracts are responsible for preparing the form.  
The faculty doing the work should provide the following information to the administering unit:


Full Name


Employee ID

Faculty Member's Department, College and Division


Daily Salary Rate





Compensation is based on the salary in effect at the time the service is provided.  The Daily Salary Rate is determined by dividing the yearly salary by the number of workdays per year, which is available from payroll services.  For the current fiscal year the work days for academic and calendar year appointments are 195 and 261, respectively.  The rate of pay for other compensation cannot exceed the base salary rate.  Information on salary rates is available from the academic unit's business representative.

Number of Work Days

The number of full workdays to complete the assignment. 
The project director should provide the following information:


Description of Work

Attach additional sheets, if necessary

Authorization Dates
Start and end dates for work to be performed, which must be        within the time frame of each account charged, e.g.  March 1, 200X-May 31, 200X

Amounts
to be charged to each account, reflecting the percent of effort the faculty will spend on each project


Fund Source 


4-XXXXX, grant or contract Fund Source

Explanation for Change

If the form represents a change in maximum compensation or 





time period, provide the reasons for the change in this section

The administering unit should provide the following information:


Initial Authorization or 

Check the appropriate box Authorization Change and indicated

Change to Authorization 
the date of the prior form if a change:


From Date _____ 



Total Compensation

Based on the Product of the Daily Salary Rate and the Number of Work Days

Preparer


Name of the individual preparing the Form


Telephone


Telephone number of preparer


Date



Date form prepared


Authorized Signature 

On Fund Source to be Charged

Approval of Dean to

Each faculty member has a Dean to whom he/she reports.  The 
Whom the Faculty reports 
Request Form must be signed by that individual-not the Dean to whom the project director reports and not a Director in lieu of a Dean.

When complete, retain a copy and forward the original to dgca1@rci.rutgers.edu, where it will be retained.
CHANGES: Faculty Other Compensation Authorization Form:  Complete the form as previously described for changes to scope of work, an extension of the time period or an increase in the maximum compensation.  Check the box for Changes to Authorizations and provide an explanation for the change.  When complete, retain a copy and forward the original to dgca1@rci.rutgers.edu.  No change is necessary if the amount to be paid is less than the total authorized as a result of fewer days worked than the estimate.  Similarly, no change is necessary if the full period authorized is not needed for completion of the work, and the dates worked are within the time period authorized.  The revised dates must continue to be within the time frame of each account. 

