REQUEST FOR ADDITIONAL/ONE-TIME PAYMENT TO UCSC EMPLOYEE
Prior to using this form or making agreements on payments, please consult Staff HR.

This form is a data collection tool to assist Staff HR in making a one-time payment to a staff or student employee.  Do not use this form for payments to employees of other UC campuses (use Intercampus One-Time Payment Form UPAY 644C) or for payments to non-UC employees (use Direct Pay Form). All payments are governed by personnel compensation policies and are subject to approval by Staff HR. For questions about which type of payment is allowable, contact your Sr. Human Resource Partner.

Instructions:

1) Unit completes the Section 1 and routes for appropriate funding approval.

2) Unit sends to SHR:
a. STAFF EMPLOYEES: Unit routes to Sr. HRP for approval.

i. Sr. HRP reviews request for policy compliance, approves and routes to Operations Supervisor for processing.
b. STUDENT EMPLOYEES: Unit routes to Operations Supervisor.

i. Operations Supervisor obtains approval from Career Center (via email) for payment and attaches to form.
3) Operations Supervisor ensures that OPTRS and PAN review are completed and documents are filed in personnel file.
SECTION 1: Please complete all fields in this section and route for REQUIRED SIGNATURES.
EMPLOYEE’S CURRENT UCSC APPOINTMENT(S):
Employee Name:
     
Department/Unit:
     
Employee ID:
     
 FORMCHECKBOX 
 Staff or  FORMCHECKBOX 
 Student
Title Code:
     
Title:
     
Monthly/Hourly Salary:
     
EVENT & PAYMENT INFORMATION
Requesting Unit/Div:
     
Pay Rate:
 FORMCHECKBOX 
 BYA Rate:
     
OR
 FORMCHECKBOX 
 Hourly Rate & Hours Worked:

Describe the Date & Location of Event and Work Performed:
     
REQUIRED SIGNATURES (or attached email approvals) When all signatures are obtained, route this form to SHR.

(See instructions above)
Requested By:


Date:


Divisional Approval: 


Date:


Payment Amount:
     
FOAPAL:
     
Authorization for Payment:_______________________________/________________________/____________

(if applicable)
signature
print name
date
SECTION 2: Completed by Service Teams.  
Part 1)
For STAFF EMPLOYEES: Sr. HRP reviews to ensure compliance with policy and regulations, complete appropriate title code and DOS code for payment, and routes to Operations Supervisor for processing.







Title Code: 

DOS Code: 

For STUDENT EMPLOYEES: Operations Supervisor ensures approval from Career Center is obtained, completes title code and DOS code for payment, and routes to Operations Specialist for processing.







Title Code:

DOS Code: 

Sr. HRP/Operations Supervisor: 

Date:


Part 2) Operations Specialist: Payment should be generated on the next pay cycle using the OPTRS EDFT screen, FOAPAL, the payment amount and the approved codes as listed above.
Pay Period End Date:      
SEQ#:
     
DATE#:
     
To be filed in the Personnel File
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