Human Resources SOP 002
Standard Operating Procedure for Payroll Distribution of Personnel and Budget Action Proposals 
Special Appointments and Additional Compensations
I- Secretary receives the Personnel and Budget Action Proposal; then registers it electronically. A letter and number is assigned according to fiscal year, date received, type, period and amount of action, identify if roll over from one fiscal year to other. This registry enables users to keep track of the document while in transit from Human Resources Office to other involved offices.
II- Human Resources Analyst audits the PAPP.

a. Verifies the Proposal for Personnel and Budget Action document in all the parts concerning Human Resources.

1. Surnames, names, social security, bi-monthly and monthly salary, Annual Institutional Base Salary, title, classification of position (Screen L16, 16), period of action, number of months, hours per week, work schedule, current data (Screen L16, 16), affected accounts, and distribution of salary (screen L63), conversion from FRS to UFIS account and date of expiration (Q & A), authorized signature for this account (Access).

b. Reviews supporting documents for the action (Time and Effort Report for the period, Letter to Chancellor, Justification Table, Performance Evaluation, and Teaching Schedule).

c. Requests researcher or their administrative personnel for pertinent corrections in the Proposal as well as in the supporting documents. 

d. In case of additional compensations, evaluates employee’s history of personnel actions to identify any kind of conflict between them. (Screen L16)
e. Identifies employee’s Institutional Base Salary and Faculty ninth summer salary and verify fulfillment with particular regulations of each agency.

f. Fills in the two boxes at the lower left corresponding to the Human Resources Office according to personnel action specifications. 

(Marginal benefits, Job, Schedule, Roll Over Amount, Bi-weekly rate)
g. Registers audited Proposal for Personnel and Budget Action to keep the track of the details of the document and/or write any particular observation regarding the document.
h. Returns PAPP to Secretary.
III-  Secretary takes PAPP to Budget Office
IV-  Budget Office returns PAPP to Human Resources Office.

V-    Secretary asks for Director’s signature on PAPP and supporting documents.

VI-   Director checks, signs and returns the document to Human Resources Office.

VII- Secretary sends the Proposal for Personnel and Budget Action for Chancellor’s

         Approval (Special Appointments and Renovations) 

VII-  Employee signs the PAPP

IX-   Analyst enters the Proposal for Personnel and Budget Action in HRS, 

   Special Appointments/Renovation of Special Appointment

   (Screens 11, 12, 21, 27,16, 23, L16, )

   Additional compensations (Screens L16, 16)

X-  Secretary sends a copy of Proposal for Personnel and Budget Action entered in HRS
      to Campus Payroll Office to process the payment.

XI-  Human Resources Analyst enters the Action in the Access register.

XI-  Secretary reproduces PAPP in PDF and sends it to documents main  file office.
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