[image: ]Steps to Supplemental Pay Processing Through Compensation

1. Complete and process the Campus/Department Supplemental Pay Approval Memo to obtain pre-approval for extra duty to be performed.  This memo must be signed by the Principal/Director and Executive Director.  Both level approvals are required.
2. Once approval has been obtained, track the hours worked and maintain records as would be necessary for any other payroll records.
3. The excel spreadsheet, approval memo and timecard should be emailed together in the same email to notifycompSUPL@dallasisd.org three full business days prior to the 1st of the month.  Any hours worked during those last 3 days should be added to the following month’s submission.
The email header should state the department or campus name and the type of payment being requested. EXAMPLE: Kimball HS-Class Coverage
4. [bookmark: _GoBack]Please submit your forms on time LATE SUBMISSIONS will be processed the following month. IMPORTANT NOTE: Outdated Supplemental Forms (two months or more) will be returned for re-approval to reflect the proper pay period the supplemental request was actually paid.
5. Any corrections necessary should be sent individually with a notation of correction or second submission.  At no time should the entire submission be resent as this could lead to double processing.  The only exception to this would be to call and speak directly with someone in Compensation with a request for the original submission to be deleted so a resubmission can be sent in its entirety.
6. All correspondence and inquiries should also be sent to notifycompSUPL@dallasisd.org.
7. Before submitting a request to research a missed payment, please double check your original submission to ensure the employee was submitted and with correct information.  If the employee is listed with correct information on the submission please have the employee view 3 months (month prior, month due, and month after) of their statements of earnings as not all payments are processed during the same timeline.  It may have been processed early or late depending on certain timelines.  If the employee information is correct and no payment was received in any of the three months then please send your research for payment to notifycompSUPL@dallasisd.org.  Please include the date and time of the submission, name and ID number of the employee, and type of duty (ex: SUPL, CURR, INST).  Please do not forward the full request or attach the full spreadsheet as this could lead to double processing.  
8. [image: ]Employees paid supplemental pay using GRANT FUNDING must clock in with an activity code. With the exception of the AVID COORDINATOR, SPECIAL EDUCATION & FOOD SERVICE stipends. Please reach out to the Grants Management Special Revenue Department for further assistance on processing grant supplemental pay @ (972) 925-3763.
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