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STIPEND/ADDITIONAL HOURS 
PROCEDURE

***PRIOR TO WORK BEING PERFORMED***

• All Schools/Departments are required to enter a requisition and or purchase order for 
all additional hours/stipend forms.

• A copy of the additional hours/stipend must be attached to requisition and or 
purchase order (See sample)

• If  you have several employees working example (teachers, and aides) or if  the rate of  pay 
differs between employees, a separate requisition/po must be submitted for each type

• Requisition/PO will be routed through Finance for approval

• Grant funded - the PO will also be routed through the grants department for approval













STIPEND/ADDITIONAL 
HOURS PROCEDURE

***AFTER WORK IS PERFORMED***

Complete a new stipend/additional hours form for the hours worked (all fields below are 
required)

• Description-specify exactly what work was performed (tutoring, planning, etc.)
• Dates worked-exact dates you are submitting on this form
• Submitted by-who should I contact if  there is a question about what’s being submitted
• School/Dept-select your site name/number from the dropdown
• PO Number must be added to stipend. All requests without a PO numbers WILL BE returned
• Is this PO a FINAL or PARITAL Select YES or NO from the dropdown
• Names of  employees who performed the work
• Employee ID # (6-digit number) This is required and WILL BE returned if  not filled in correctly



• Regular Position-Please indicate the employee’s regular position (Teacher, Non-instruct, etc.)
• Position for this Request/Payment- Select choice from the drop-down menu (tutoring, planning, professional 

development)
• Hourly Rate of  Pay-this will pre-populate once you select the position worked
• Total # of  hours worked-this needs to match your sign in sheets, hours that do not match WILL BE returned
• The total amount on stipend will calculate automatically
• Fill in cost strips. Double check the cost strips on stipend match the cost strips on the purchase order number 

you are using
• Additional Hours/ Stipend must be approved by your Principal/Director with a signature and dated
• Submit Stipend/Additional hours form along with timesheets to : Stipends@stlucieschools.org

STIPEND/ADDITIONAL
HOURS PROCEDURE



***STIPEND PO MAINTENANCE***

• If  you have indicated to close the PO, the Purchase Order will be closed 
AFTER the payment has been processed.

• If  you have indicated to partially pay the PO, the partial payment will ne 
processed and PO will remain open for future payments. 

• Stipend/additional hours POs do not reduce after payroll, it must be manually 
reduced.
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Applicable rates of  pay continued



Most Common Issues
• Entering the employee’s social security number or name key instead of  using their employee id 

number.
• Not adding a position under the “Position for this Request/Payment“ or selecting the wrong 

position. Selecting the wrong option will also select the wrong rate of  pay.

• Not having the 'Description" match the "Position for this Request/Payment" Example is having 
planning in the description, tutoring in the dropdown, cost strips and rate of  pay for 
professional development.

• Forgetting to fill in the form "Submitted by,", "School/Dept", and "PO # "

• Time sheets need times in and out




