West Chester University

Dual Compensation Policy & Guidelines

(Revised March 1, 2010)


Attached are guidelines to assist you when submitting Dual Compensation requests.  Please feel free to share with the appropriate faculty and staff in your college or division.  The form and guidelines are also available via the Human Resources website. 
Definition of Dual Compensation
· Dual Compensation payments are reimbursement for work performed outside the employee's normally assigned duties, department and/or work schedule.  Therefore Dual Compensation must be charged to a fund center other than the employee's home fund center.  The only exception to this rule is dual comp payments for work performed at other PASSHE universities.  However, these occur infrequently and should not be an issue for most of areas.  

Required Information
 

· All Requests for Dual Compensation must reference the appropriate ten-digit SAP fund center.  In the section titled “To Be Completed by the Employee” the home fund center must reference the employee’s home SAP fund center. This section must also include the home fund center name (description) as noted on the www.wcupa.edu/_Information/AFA/SAP/WCU_SAP_Crosswalk.xls. The revised Dual Compensation form on the web now includes drop down box for selecting the fund center (see below):  
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The sort order on the drop down list is by the last four-digits of the fund center.  This drop down
includes only those fund centers that are permitted personnel expense.  Therefore the forms must be filled out on line and when completed saved as an Excel file for routing.  (Note: Under no circumstances should the template be saved and used directly from Excel as the online form provides for current validation of input.)
·  In the section titled “To Be Completed by Dual Employer” the “SAP Fund Center to be charged” must reflect the appropriate fund center for the department funding the dual compensation.  The SAP Fund Center Name (for the fund center funding this expense) must also be provided in this section.  Nowhere on the form should PeopleSoft information be provided.  As noted above a new drop down box has been added for selecting the appropriate fund.  Again, this drop down includes only those fund centers that are permitted personnel expense.  If the fund center you want to charge the dual compensation to is not listed then it is not permitted personnel expense and another fund center must be selected.  
· The “Employee SAP ID #” must reflect the employee’s SAP five-digit identification number.  Employee Social Security numbers should not be used when completing forms.  Employee SAP identification numbers can be obtained from the department timekeeper.
Authorizations
· As in the past, all dual compensation requests for faculty require the Provost's approval.  Therefore all faculty requests must be routed through the Provost’s Office for review and approval.  In addition, all dual compensation requests funded from Grants and/or Restricted Funds must be approved by the Grants/Restricted Funds office.  Once all the necessary signatures have been obtained the approved form should be forwarded to Payroll for processing.  Once Payroll has processed the form for payment, they will provide e-mail notification to all approvers with a cc to the Budget Office.  This e-mail notification from the Payroll Office does not confirm payment, but rather that the request has been processed.

Payments
· In the field “Total Payment Requested” only the gross compensation to be paid to the employee should be listed.  Nowhere on the form should there be any reference to employer-paid benefits.  Although employer-paid benefits require funding if non-personnel budget is used to fund the expense, the actual employer-paid benefits will be calculated automatically through the payroll process based on the gross compensation.
Funding/Transfers

 
· All Dual Compensation requests funded with non-personnel budget must include an SAP fund center for transfer of funds to the appropriate personnel budget.  This includes SPRC awards, Faculty Development awards, general operating budgets, etc. being used to fund the Dual Compensation expense.  SPRC awards and Faculty Development awards allocate funds to cover the cost of the incremental benefits as part of the submission and approval process.  However, if Dual Compensation is funded with other non-personnel budget the funding budget will be assessed an additional 16.94% to cover the cost of incremental benefits associated with the supplemental compensation. 
Note:  Transfers are not required for “Self-Support” or “Restricted Funds” fund centers as all expenses (compensation and incremental benefits) are charged directly to the funding source.
· Lack of transfer information on the form indicates that the authorized fund center manager for the “SAP Fund Center to be Charged” has reviewed the personnel budget and verified that sufficient personnel budget is available to cover the costs.  Units will be responsible for making necessary transfers within the CMS pool budget transfer menu to cover the expense.
Electronic Submission
· All Dual Compensation requests are to be submitted electronically to the MCivitella-Vining@ wcupa.edu e-mail account according to the signature routing on the form.  No forms will be processed via fax or through campus mail.  This change to electronic routing/processing was approved by the Administrative Budget Committee on October 12, 2006, to reduce the risk of duplicate payments and to facilitate processing.  
Note: Failure to route the forms through the approval process outlined on the form (and below) will delay processing of requests.  In addition, submission of incomplete or inaccurate information will also delay payments as the forms cannot be processed until all fields have been completed.  
Routing (see below)

 

Non-Restricted Funds -- Faculty Requests:
 

       Employee Signature ( Home Fund Center Chair Signature ( Home Fund Center 
Dean Signature (   Authorizing Signature (this could be a chair or director depending upon 
the division) (  Dean or Vice-President (for area funding payment) ( Provost (Provost – 
Signature for Dual Comps@wcupa.edu)  ( Payroll Department 
Grants/Restricted Funds -- Faculty Requests:
 

        Employee Signature ( Home Fund Center Chair Signature ( Home Fund Center
 Dean Signature (  Authorizing Signature (this could be a chair or director depending upon 
 the division) ( Dean or Vice-President (for area funding payment) ( Provost (Provost – 
Signature for Dual Comps@wcupa.edu) ( Grants/Restricted Funds ( Payroll Department
Non-Restricted Funds – Non-Faculty Requests:
 

        Employee Signature ( Home Fund Center Chair/Supervisor Signature ( 
           
Home Fund Center Dean/VP Signature (  Authorizing Signature (this could be a chair 
  
or director depending upon the division) ( Dean or Vice-President (for area funding payment) 

(  Payroll Department
Grants/Restricted Funds – Non-Faculty Requests:
 

        Employee Signature ( Home Fund Center Chair/Supervisor Signature ( 

            Home Fund Center Dean/VP Signature (  Authorizing Signature (this could be a chair 

or director depending upon the division) ( Dean or Vice-President (for area funding payment) 

( Grants/Restricted Funds ( Payroll Department
Review of Expenditures
Keep in mind that it is very difficult to identify dual comp payments charged to the wrong fund center.  This compensation does not show up on CMS Actual Discrepancy reports or on workload reports.   However, actual payments can be reviewed by the Authorized Level of Decentralization using the online “WCU Show Payroll” or “WCU – Show Employee Salary” screens in PS CMS.  
Checklist to Avoid Processing Delays
 FORMCHECKBOX 

Are all required fields completed?
 FORMCHECKBOX 

Does the form include complete & accurate SAP fund center information?  (see 


crosswalk @ http://www.wcupa.edu/_information/afa/Fiscal/SAP/WCU_SAP_Crosswalk)

 FORMCHECKBOX 

Does “Total Payment Requested” field represent gross compensation only?
 FORMCHECKBOX 

Has “Budget Transfer Required” box been completed and SAP Cost Center provided if 


necessary?

For questions please contact Marlene Civitella-Vining (x3418) in the Payroll Office.
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