
 
 

2. University Personnel Action (UPA) Form 
(Extra Compensation) 

 
 

1470 Academic Extra Compensation 
1480 Staff Extra Compensation 

 
            
          
  

 
     

   
    
 
 
    
 

 
 
 
 

         
     

                 
                   
 
 
 

    
                           
            

 
 
 
 

Requesting  
Department 

 
 

Academic—Dean/ 
Designee 

 
Administrative--

Business Manager 
 

Provost--Faculty (1470) 
 

Distribute copies: 
Grants (if required) or Payroll 

 
Provost will retain copy for BOT signature 

and personnel file. 
Provost will distribute copy to 

Institutional Research if for credit. 
 

Prepare list for BOT approval. 
Payroll 

 
File original. 

Dean/ 
Director 

for 
Employee’s 

Home  
Department

Initiating 
Department Grants 

(if required).

Human Resources--Staff  (1480) 
 

If Grant, forward to Grants. 
 

If non-Grant, forward to Payroll. 
 

Prepare list for BOT approval. 

Payroll 
 

File original. 

Grant 
(if required).

NOTE:  Shaded boxes are the “Required Signatures” needed to get a paycheck processed.
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