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	UMB Employee Awards for
Miscellaneous Individual Compensation Payment (ICP)

	
	· Managing Department is responsible for the selection and payment of the ICP.  
· Employees’ Home Department enters the ICP award into Quantum One.



	Employee Information

	Employee name:
	                         ID #:      

	Home Department:
	     

	Job Title:
	     

	                   

	ICP Code:  Choose an item.                                                Amount of Award:   $      

	Award Information
	

	AEE - Employee of Month or Employee of Year Information

	Award Month:  Choose an item.                                             Award Year:   Choose an item.

	Funding Source:   SOAPF: 50000030451

	ABR – USM Board of Regents Award

	☐   Faculty   ☐   Exempt Staff     ☐  Non-exempt Staff       Year:  Choose an item.

	Funding Source:   SOAPF: 50000030451

	BEE – Employee Recognition Award

	Effective Date:  Click or tap to enter a date.                      Name of Award:       

	Attached documentation required to Process an Employee Recognition Award
 ☐ Award Criteria and Frequency Attached      ☐ Award Selection Process Summary       ☐  Memo to Awardee 

	Funding Source:  SOAPF:      

	Award Processing Procedure

	1. Award/bonus Managing Department completes UMB Employee Awards for Miscellaneous Individual Compensation Payments form and attaches required documentation.
2. Forward documents to the employee’s Home Department Payroll Representative for data entry into Quantum One.
3. Home Department Payroll Representative enters ICP for the employee
4. Home Department Labor Administrator enters Labor Schedule for the payment.

	Approvals

	Managing Line Manager 

	I am submitting this award and have attached all applicable award information to this request.  For Employee Recognition Award, I attest that the selection of the employee met the standards of the award criteria and selection process.

	Approved by:                                                                  Date:  Click or tap to enter a date.

	Email:                                                                             Phone:       

	Chief Human Resources Officer Approval

	Approved By:  Malika Monger                                             Date:  Click or tap to enter a date.

	Signature:       
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