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· Eligible staff are merit employees employed at the University in a regular position for at least 6 months.
· Must have a cumulative performance evaluation exceeding standards (reflected on the most recent performance review as an overall rating of either ‘Exceeds Expectations’ or ‘Outstanding’).
· Have no individual responsibility performance review rating below satisfactory (if/where individual responsibility ratings are used).
· Limited to one Exceptional Performance Award payment per fiscal year.
· Exceptional performance pay is a lump sum award and not included in the base salary.
· Exceptional performance pay is subject to taxes and paid as part of the next regular payroll.
Employee Name: ________________________________________________ Employee ID # _______________

Classification: ___________________________________________________ Department _________________

$ Amount Requested __________________ % of Base Salary ________ (Maximum to 5% of base salary)

Merit employees are only eligible for one exceptional performance award lump sum payment per fiscal year. Has this employee received an exceptional performance pay award this fiscal year?  Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 

The date of this employee’s last performance evaluation was ____________ and their overall job performance rating was ___ Exceeds Expectations or ____Outstanding (select one) *.

Describe the nature of the exceptional job performance for which additional pay is requested and the rationale for the amount requested.  The award may be based upon sustained superior performance or an exceptional achievement of contribution since the employee’s last performance review. (Attach additional pages if needed.)    

__________________________________Date__________
_____________________________Date________

Nominator Signature





Department Head Approval

Forward completed and signed forms to departmental HR for further processing and approval through workflow.
*For nominations submitted in FY2018 where an overall performance rating may not have been provide for the merit staff member on their most recent annual review, departments may either complete a new performance review with an overall rating or may indicate in the justification for the award how the employee’s performance has met either the ‘Exceeds Expectations’ or ‘Outstanding’ rating requirement during the timeframe since the most recent performance review.
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Lump Sum Award Nomination Form

















JUSTIFICATION FOR AWARD
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