Extra Compensation Submission Policy
Extra Compensation Forms should be turned in to HR two weeks prior to the work being performed.
Instructions to filling out the new Extra Compensation Form online:

1. Go to the VSU Human Resources Webpage at the following address: http://www.valdosta.edu/finadmin/human_resources/
2. Go to Departments on the left side of screen.

3. Go to Classification and Compensation Department.

4. Go to Forms and click the Extra Compensation Form.

5. The Extra Compensation Form is in several formats. Choose which one you prefer.

6. Once the form is open fill out the appropriate fields.
7. All the fields are editable so you can add the information straight to the form.

8. Once all the information has been filled out please e-mail a copy to Jamie Tanner in Human Resources (jvtanner@valdosta.edu) . 

9. Jamie will review the form and e-mail a copy back to the sender with his electronic signature. Once this is done all fields will be locked and will be unavailable for change.

10. If you choose the Publisher or Word document simply e-mail it completed to Jamie Tanner at the e-mail listed above. He will send it back to you by e-mail as a PDF document with his certified signature.

11. When the employee has worked the time requested the form should be routed to the department and VP for approval and on to payroll for payment.
12. All extra compensation forms should be turned in to payroll based on the payroll schedule. 

