
Call for SLCG 
Compensation 

Items

Item analyzed and reviewed 
for policy and/or exceptions, 

and inclusion of available 
benefits to the EE

SLCG Analyst drafts 
Regents’ Item and 
Chancellor’s letter 

Direct Report to 
Chancellor?

SLCG Analyst drafts 
Compensation 

Committee Item  

Package sent to the 
Compensation 

Committee for review, 
comment, and 
endorsement

1. SLCG Analyst scans signed letter, saves 
in a central folder, and sends signed 

Chancellor’s cover letter and item to SMG 
Comp at OP for Regents’ review [cc’s: 
Interim Vice Chancellor, HR Director,

and Associate Vice Chancellor-University 
Relations]

Endorsed items added to 
Regents’ agenda.

NO

TRANSACTION IS PROCESSED
1. Payroll confirmation (PAN) reviewed 
for consistency with APPROVED item, 

and saved in personnel file
2. Item closed in tracking database. 

Approved?

YES

Items cross proofed, updated w/ 
recommendations and sent to 

Originator for Review

Approved?

1. Owners notified of decision and changes, if any, that may have occurred from the 
original request to the final approved item.

2. Offer letter (if applicable) or confirmation letter detailing approved compensation 
sent to incumbent and saved in personnel file.

3.  Approved communication and signed offer letter filed in SLCG expense share 
drive for Controller’s Office and Audit access.

4. If item includes MOP or SHLP loans, send communication to Campus Home Loan 
Program Manager and OP’s Loan Office.

1. Owners notified of decision and changes, if any, from the original request to the final approved 
item via email, but only after “approved” item is posted.
2. “Approved” Item posted and saved in central location.

3. Offer letter (if applicable) or confirmation letter detailing approved compensation sent to 
incumbent saved in personnel file and sent to OP.

4. Approved communication and signed offer letter filed in SLCG expense share drive for 
Controller’s Office and Audit access.

6. If item includes MOP or SHLP loans, send communication to Campus Home Loan Program 
Manager and OP’s Loan Office.

Item is entered 
into database for 

tracking

1. All endorsements tracked 
in CC tracking spreadsheet.

2. Comments added to Chancellor’s 
executive summary.

Item sent to SLCG Coordinator for 
review and proofing

Upon originator sign-off item 
is added to final agenda.

ALL Documents sent to 
SLCG Coordinator for 
review and proofing

Items cross proofed, updated 
w/ recommendations and sent 
to HR Director and originator 

for review/revision

Final agenda is sent to Chair 
for sign-off on distribution to 
Compensation Committee

Endorsed agenda sent 
to Interim Vice 

Chancellor’s office for 
review and submission 
to Chancellor’s office

Chancellor 
Approved?

Upon originator sign-off draft Regents’ 
item and Chancellor’s letter sent to Interim 

Vice Chancellor’s office for review and 
submission to Chancellor’s office

Final agenda is sent to HR 
Director for sign-off on 

distribution to Chair

1.  Materials reviewed and packaged by UCOP 
SMG Compensation for presentation to SMAC 

[advisory council to President].
2.  Draft item reviewed with chair of Regents’ 

Compensation Committee President’s or 
Regents’ Approval 

Required?

NO

YES
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