Supplemental Payroll Request Instructions 

How To Submit Supplemental Pay Forms 
· Forms can be submitted via either a paper form dropped off in Payroll or sent in school mail or a scanned copy sent via email.  Please do not email the form and then send the paper copy too. 
· Employee numbers must match the employee name and this is the responsibility of the administrator submitting the form to make sure these numbers are correct.  If the wrong number is submitted, the wrong person will be paid. (A)
· Forms must be signed by the building administrator or person authorized for the budget code. (B)
· The budget code and account code must be verified and correct for the form to be paid.  (C)
· The dates the work was completed and the type of service must be filled in on the form.  This is very important as NPERS will often ask about this information and this can affect NPERS benefits. (D)
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Budget Codes

The budget code for supplemental pay forms must be entered in the following format: 
	XX
	XXXX
	XXXX
	XXX
	XXX
	XXXXX

	Fund
	Program
	Sub Program
	Location
	Responsibility
	Account



Before using a budget code on a supplemental pay form, be sure to verify that it is a valid budget code in eFinance.  

The Account Code can only be chosen from one of the following numbers: 
	Account Code
	Use for this type of work:

	01100 (TEACH SALARY)
	Homebound and Summer School teaching only.

	01120 (EXTENDED CONTRACTS)
	Outside contract hours for secondary in-school supervision (e.g., Saturday school.)

	01210 (SUB-EXEMPT/SALARIED)
	Substitutes for teachers and other salaried staff only. Supplemental pays to this account code are rare.

	01250 (TEMPORARY HELP)
	Supervision and workers for extracurricular activities (e.g., athletics, tournaments, camps, etc.)

	01280 (TEACHING/WRITING/INSERVIC)
	Teacher hours that do not correspond to any of the account descriptions above.

	01500 (INSTRUCTIONAL AIDES)
	For para hours not tracked in the Time Clock (rare).


	
You may not use other account codes for supplemental pay forms. The only account codes which can be entered in the payroll system for salary expenditures are those beginning with “01” (e.g., 01280). Please contact Chris Hughes with budget and/or account code questions related to Payroll (cmhughes@mpsomaha.org or 715-8201).

Cutoff/deadline:
· The cutoff deadline for monthly supplemental pay forms is the 25th of the prior month. 
· The cutoff deadline for hourly supplemental pay forms is the day timecards need to be approved.
· Payroll is processed several days prior to the pay date. Any late submissions will be paid on the next payroll unless approved by the Accounting Manager.

Contractual versus Hourly Definition:
· Contractual employees (also known as monthly or salaried employees) are paid on the “Contractual” form. This includes teachers, counselors, social workers, and psychologists.
· Hourly employees are paid on the “Hourly” form. This includes sub teachers and all employees who punch the time clock such as paraprofessionals, building secretaries, custodians, and food service employees.
· These different types of employees must be paid on separate supplemental pay forms as they are paid on two different payrolls. If there are any questions about an employee’s status as contractual or hourly, please contact Payroll. 


Rates:  
· For contractual employees, the rate paid must be:
· $28 per hour - Duties related to teaching but not involving direct delivery of instruction which are performed in addition to a teacher’s normal classroom responsibilities (e.g., curriculum writing, required staff development, assessment development). 
· $34 per hour - Teaching duties involving direct delivery of instruction which are performed in addition to a teacher’s normal classroom responsibilities (e.g., after school study center, summer school, advancement placement review, etc.)
· $26 per assignment – Supervision duties.
· Other rates must be approved by Human Resources before submitting to Payroll.
· For hourly employees, the rate paid must be:
·  Employee’s hourly rate (IHR) or $26 for supervision assignments.

Forms must be typewritten.  Payroll scans all our documents and we often have to look up previous payroll information to answer questions for NPERS.  It is critical that all supplemental pay information is typed, not handwritten.  Our scanning system has OCR but it cannot read handwritten information. 

PLEASE NOTE:
· Incomplete forms will be returned to the building/department for correction.  These are examples of problems with supplemental pay forms received this summer: 
· Missing employee numbers
· Handwritten employee numbers
· Employee numbers do not match the employee name
· Type of services not indicated
· Dates of service not indicated 
· Hourly and monthly employees on the same form 

Revised August 2025		

image1.png
@ Autosave B 9+ & 5 Supplemental Pay - Contractual 24-25 - New NPERS Rate v P search ® - o x
Fle Home Insert Draw Pagelayout Formulas Data Review View Automate Help Laserfiche  Acrobat [ comments | (CREEE
cut A a g 3 AutoSum  ~ A [a7m]
o il Jo YA A | BwepTet (Cameney B 2B =8 v O B3 % AR
pasie B CoPY B I U- i+ . B §« % 9 4 g Conditional Fomnatas Cel Insert Delete Format Fil~ Sort& Find & Add-ins CreatePDF  Create PDF and
~ < Format Painter = v © 0 30 Formatting v Table v Styles v - - ~ & Clear~ Filter~ Select and Share link Share via Outlook
Clpboara El Font El siignment El Number El stytes cels Editing Senstuty | Addins Adobe Actobat v
N2 v fiv v
A B c D E F G H 1 J K L M N o Q R S -
1 ‘Supplemental Payroll Request for Contractual Employees 24-25
2
3 SUBMITTED FOR PAYROLL DATE:
4 |(Payment made on earliest possible payroll following submission)
5 Approved Hourly Rates
6 Direct Delivery of Instruction $34.00
7 | School/Department: Other Duties Related to Teaching $28.00
8 Optional Staff Development TBD
9 |Account to be charged: ‘Supenvision (table official, game supenision, etc.) '$26.00/assignment
10
12 *“If to be paid from activity funds, attach check for TOTAL.
13 Type of Services:
14
15
16 Hours/ Type Total District FICA | Retirement
17 Employee Name - Last/First EMP ID_| Assignments of Work Rate Gross. @ 76500% | @ 8.08000% *|  TOTAL Date(s) of Senvice
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34 TOTALS
35
Signature Date
39 Business Office Signature “Please indicate individuals not subject to retirement
40 Signature Date by entering "N/A" in applicable cell.
" v
< > ~ + < »
Ready T Accessibity: Investigate M - ————+ 100
58P 500 - @ A » 1206 PM
e Q sercn Lo POEITED £ e Dum 2N

& My Apps X | @ Aesop - Daily Report X | M Inbox (60) - jiklostermann@me X [E) Millard Public Schools - Calend X & For You | SiriusXM % X | PA Millard Public Schools X | & _2025-2026 Student Calendar - X | + — a X
« > Cc @ httpsy//calendar.google.com/calendar/u/0/r/month/2025/8/1 * & 9 @ & ©) school }
3 MPSBookmarks 88 | [ Favortes Bar 5 Infinte Campus @ timeclock [ Scanning [ Now orater, afica..  Q Suggested Stes @ filew/mil-wit-niufle/.. @ Gagglenet A} Departments Depar. Infiite Campus (1) 1Y Millrd Public Scho.. @) myMPS » | D3 Allbookmarks
€ o i " «
] A — —
e N o N
File Home Inset Draw Design Layout References Mailngs Review View Help Laserfiche  Acrobat = Comments | [ Editing ~ (=D = ) 9 )
[Amasis MT pro Light B
[—"'D x| i | A je 7 AR S & B i sar o
pae D BT U~ x XA Shles  Ediing  CreatePDF  CreatePDFand  Request  Dictate Editor  Add-ins Aug 1 2
T8 A 2 A-n KK - " andSharelink Share via Outlook Signatures BTG SRES ERRONCT]
Clpboard 15 Font El Paragraph 5 Syes 1§ Adobe Actobat Voice | Sensitiity | Edtor | Add-ins v E—— @
-
s 9
°
Supplemental Payroll Request Instructions
To submit supplemental pay forms, please note the following requirement 15 16 +
: - : TET—
o Forms can be submitted via a paper form dropped off in Payroll or sent in school mail or
a scanned copy sent via email
o Employee numbers must match the emplovee name and this is the responsibility of the
administrator submitting the form to make sure these numbers are correct. If the wrong 2 2
number s submitted, the wrong person will be paid. 1 New Adin Mecting (tear 1
o Forms must be signed by the building administrator or person authorized for the budget b General Admin Aug Sessior
code. lbusy ® 10:30am packet pickup Boxer at Pe
* The budget code and account code must be verified and correct for the form to be paid.
. 2 30
* The dates the work was completed and the type of service must be filled in on the form
- h hy . Hinerary number: 33737158273 B¢
This is very important as NPERS will often ask about this information later on. -
. e i ecing O
[Educational Services Division . @ 2:30pm ISU v SDSU Section 2 row 6
Pagelof1 139words [R TextPredictions On T Accessibility: Good to go I Focus B - ——&——+ %
Tasks 31 Sep1 2 3 4 5 6
obse )
Othercalendars ~ + A
© T L and 6 et P
Business Office Leave Cal... ® 8am busy # 10:30am Set up  5:30am Wellness Screening 6:30-8: @ 8am Principal Institute.
Chris Hughes @ 5:30pm pickeball starts 6:15 play til 14 more. Smore @ 2pm Discipline & Security Committ >
58P 500 ™ @ 1206 PM
e Q sesrch L TfedOeEINAE D L P





