
The information in fields 1 through 7 references the information in the job data for the record # or
appointment to which this Additional Pay form is tied. ALL FIELDS MUST BE COMPLETED University of Missouri

3. Benefit Status2. Pay Frequency1 . Additional Pay FormAnnual SalaryAcademic Monthly Regular
Administrative/Service/Support Biweekly Temporary

5. EmplID and Empl Rcd # 6. Home Campus4. Employee Name (last, first, middle initial) 7. Employee 2 - Fac 9/91 - Oth F/S 3 - Fac 9/12
Class

4 - Med Res 5 - JVA 8 - Per Diem A - Student

JOB EARNINGS DISTRIBUTION
Account Code8. 16 Ok11 14

17. Business 19. Job10. Effective 12. Earnings 13. Earnings9. Earnings Add'lLine 15. Goal Amount 18. DepartmentHrly/Unit to PayDate (Per Pay Period) CodeUnitEnd DateCode 21. Account20. MoCodeSeq.No. Rate (HR Use)

22. Dates Work Performed 23. Comments

25. AUTHORIZATIONS24. Where is work to be performed? (IF different than primary job)

State City

Signature & Date Signature & Date

Signature & DateUM 271 (JUL 10) 5/18/10
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UMKC
CONCEPT
Typically used to represent a single payment for a completed project for an exempt person.  Also used for 9 month faculty who work summer session. Never used to represent appointments for non exempt hourly rates of pay.  This is a PAF and Should not be used to pay a difference due for a change submitted retroactively on a primary job turnaround.


UMKC
Fields 1 - 7 Required
These fields are the information for the job record to which this appointment is connected.  (Or some refer to as the Primary appointment.)  All fields are required.  Remember the employee record number for the "Main/Primary" appointment must be in active (not in unpaid leave) status in order to issue pay. 

UMKC
Earnings Code - Required
Use the appropriate earn code for payment represented. (umkc.edu/hr/records). REG is never to be used on an additional pay form.

UMKC
Hrly/Unit Rate
This is rarely used as no hourly non exempt appointments are to be processed via this form.

UMKC
Earnings (Per Pay Period) - Required
Enter the amount to be paid for the single pay period.  If the payment spans more than one pay period, enter the amount due each pay period.  The goal amount is the total amount due for the entire period.

UMKC
Effective Date - Required
The first day of the pay period in which the payment is to be made.

The only exception is for retroactive summer session payments.  Summer must have dates within the summer and also added to payroll with a payroll changes form.

UMKC
Earnings End Date - Required
Typically the last date of the pay period in which the payment is to be made.  The end date and the goal balance will both function to end a payment.

UMKC
Goal Amount - Required
The total amount of the payment due.   This is typically the number of pay periods spanned x the earnings per pay period. The last payment will only pay up to the goal amount as long as the remainder due does not exceed the rate per pay period AND the end date has not passed.

UMKC
Business Unit -Required
The five character code which represents the campus associated with funding.

KCITY, COLUM, HOSPT, STLOU, UOEXT or UWIDE

UMKC
Department - Required
Enter the HR DEPT ID (K alpha) associated to the funding.  Do not use the Fiscal DeptID.

UMKC
Job Code - Required
Enter the four digit code that is assigned to the job title.  In many instances these match the code in primary job record, but it is not required that they do.

UMKC
Account Code - Required
Enter MoCode associated with the funding.  Enter the six digit account code that is associate to the job code.  Account codes must be the S & W account tied to the job code.

UMKC
Dates Work Performed - Required
Enter the actual time period the work is performed.  Often these forms are processed after the payments are finished and after the appropriate pay date.  This allows you to process the payment in the next available pay period and still verify the payment in VGP.  The payroll change form needs to be sent only if payment  does not appear as expected.

UMKC
State/City
Simply answer the question.
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