SOUTHWEST MINNESOTA STATE UNIVERSITY

Human Resources Internal Procedures

Guidelines For Processing 

Overload/Adjunct Faculty Payments

1. Extra pay is defined as any payment made to a University employee that is in addition to their regular salary commitment.  This may be overload for teaching additional courses through Academic Affairs, offering through Distance Learning, grant funded payments, honorarium, etc. 

2. Payments made to University employees as extra pay or non-university individuals for short term employment, will be extended no later than one pay period following the conclusion of the appointment period or if notified after that date one pay period following the notification. 

3. The majority of payments made to University employees as extra pay or to Distance Learning employees will be made as follows:

· Overload payments to Regular Faculty: Three equal lump sum payments throughout the semester.  The first payment will come approximately 1/3 of the way through the semester, the second payment 2/3 through the semester and the final one upon completion of the semester. 

· Adjunct Faculty pay (both on and off campus):  In most cases, pay will be spread equally over appointment period and paid biweekly.  

· Honorariums- Payments are made in one or two lump sum amounts, depending on the amount of the payment.

4. Most overload payments made to University employees will be taxed at a standard flat amount of 28% Federal tax, 6.25% State tax, 7.65% Social Security/Medicare tax, plus any Retirement contributions for plans the employee is a participant of  (TRA-5%, IRAP-4.5%, Supplemental-5%).   

5. Most payments made to adjunct employees (Academic and Distance Learning) will be taxed at the appropriate rate based on the individual’s W-4 form completion.
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